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Introducing 

MultiScribe 


Welcome to MultiScribe, the writing tool that brings state of the art 
text processing capabilities to your Apple He/Hc. MultiScribe is the 
first word processing program to fully utilize the Apple's double 
high resolution technology — which means your documents can 
have a clarity and wealth of detail never before seen on an Apple 
He/IIc. Unlike other word processors you may have used, what 
you see on the MultiScribe screen is what you get on the printed 
page - no confusing control codes on the screen, no unexpected 
reformatting on your printouts. 

With MultiScribe you can create customized documents using a 
variety of different type styles, called fonts, and you can even create 
your own fonts with MultiScribe FontEditor. You can stylize fonts, 
too. Each font can appear in a wide range of sizes and in any 
combination of styles, from boldface, italic, and underline to outline 
and shadow to subscript and superscript MultiScribe converts your 
Apple He/Hc and printer into a software-powered printing press. 

Aside from its unique font-handling capabilities, MultiScribe has all 
the features you expect from a complete, professional word 
processing program. Ruler-based formatting options let you center 
and justify text, adjust line spacing, and set tabs, margins, and page 
breaks. You can search for any word — or any part of a word — in a 
document, and, if you want, replace it with a different word. You 
can delete, copy, move, and replace text quickly and easily -- with a 
mouse or without. 

For all its power, MultiScribe is remarkably easy to use. There are 
no complicated commands to learn, no special codes to memorize. 
Pull-down menus let you view all your options at a glance, so you 
can spend your time working on your documents, not re-reading 
this manual trying to figure out how to perform a task. 

So if you're used to old-fashioned word processors, you'll like the 
advanced features and user-friendliness of MultiScribe. If you're 
new to word processing, you picked a great time to start 
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^boutThis Manual 


This manual explains how to use MultiScribe's many features 
to create, edit, and print stylish, professional documents. 
Because MultiScribe’s FontEditor contains so many features 
of its own, it is treated separately from the rest of the program. 
This manual is therefore divided into three parts: an 
introductory chapter, three chapters dealing with MultiScribe, 
and three chapters dealing with FontEditor. Appendices at the 
end of the manual provide additional technical information. 


Chapter 1, ’'Getting Started," explains how to start up the 
program and how to get around in the MultiScribe 
environment This chapter should be read by everyone, but it 
is designed especially for anyone who has never used a mouse 
or mouse-based software before. 


The next three chapters, "Learning MultiScribe," "Using 
MultiScribe," and "MultiScribe Reference," discuss the 
MultiScribe word processor. Chapter 2, "Learning 
MultiScribe," is a self-paced tutorial aimed at helping you get 
started with the basic word processing tasks of formatting and 
editing text. This chapter is especially important reading for 
anyone who has never used a word processor before. 

Chapter 3, "Using MultiScribe," provides detailed instructions 
for using all the word processing features to be found in 
MultiScribe. If you've used a word processor before, you 
might want to skip Chapter 2 and go on to Chapter 3 after 
reading Getting Started. 

Chapter 4, "MultiScribe Reference," provides a summary of 
all the menus, commands, and dialog boxes found in the word 
processing portion of the MultiScribe program. Use this 
reference section when you need a quick, detailed description 
of a particular MultiScribe function. 
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The following three chapters deal with the MultiScribe FontEditor. 
Chapter 5, "Learning FontEditor," is a self-paced tutorial designed 
to help you begin creating fonts and editing and designing 
characters. This is followed by Chapter 6, "Using FontEditor," 
which covers in detail the various tools FontEditor provides for 
changing existing fonts and designing new ones. Chapter 7, 
"FontEditor Reference," provides a summary of menus, 
commands, and dialog boxes used in FontEditor. 


The Appendices cover technical matters relating to hardware and file 
management not discussed elsewhere in the manual. 


While we have made every effort to be thorough in explaining every 
aspect of MultiScribe's operation, you may want to supplement 
your reading of this manual with a review of the ProDosUser's 
Manual, published by Apple Computer, Inc., which will gready 
increase your understanding of the File Menu commands. If you 
are unfamiliar with mouse techniques, you should look at the 
tutorial program on the MousePaint disk, which came bundled 
with your AppleMouse n. 
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CHAPTER 1: GETTING STARTED 


This purpose of this chapter is to get you up and running with MultiScribe. 
The first part discusses what you need to get started, material you should 
read and things you should know before starting up MultiScribe, and how 
to make backup copies of MultiScribe files. 

The second part of this chapter provides step-by-step instructions for 
starting up MultiScribe and explains the MultiScribe screen layout and 
important features of the MultiScribe environment. 

In the third part of the chapter, the three methods of user input available to 
you in MultiScribe - the mouse, the Keyboard Mouse, and apple key 
commands — are explained in detail. If your mouse skills are rusty, there’s 
a brief review of mouse techniques before more specific uses of the mouse 
in the MultiScribe environment are discussed. If you're not using a mouse 
- or even if you are - the explanations of the Keyboard Mouse and apple 
key commands will provide you with the information you need to perform 
tasks quickly and easily in MultiScribe. 

Chapter 1 concludes with a discussion of dialog boxes — what they are, 
what they’re telling you, and how to use them. 





Getting 

Started 


Before You 
Begin... 


What You Need to Get Started 

MultiScribe comes on one double-sided disk. Side 1 contains ProDOS, the 
startup program, and FontEditor. Side 2 contains the MultiScribe program 
and 10 different fonts you can use with MultiScribe. 

To use MultiScribe, you’ll need: 

V an Apple Etc computer OR an Apple He 
computer with an extended 80 column card; 

V the MultiScribe Master disk; 

V ProDOS formatted disks for document files; 

V a dot matrix printer (optional). 


Before you start up MultiScribe, there's a few things you should know and 
a few things you should do. 


You Should Know About... 

First, you should be familiar with The Apple ProDOS User’s Manual 
and The Apple ProDOS User’s Disk, both of which came packaged 
with your Apple computer when you purchased it While the MultiScribe 
User's Manual covers everything you need to know to use MultiScribe, 
you'll have a greater understanding of both MultiScribe and the ProDOS 
operating environment if you read the ProDOS manual and become familiar 
with the useful utility programs included on the User's Disk. With your 
increased understanding, you’ll be able to take full advantage of everything 
MultiScribe has to offer. 

If you're using a mouse with MultiScribe, youll probably want to run the 
MousePaint tutorial included on the MousePaint disk that came with your 
AppleMouse H If you haven't run the program before, it's an excellent 
introduction to the basic techniques involved in using a mouse. If you've 
run the tutorial before, run it again for review ~ it'll serve as a good 
warmup for MultiScribe. 
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You’ll find that this manual uses some very familiar words in ways that are 
not quite so familiar to you. Some of these words are discussed below; 
others are defined in context later in the manual. Please take the time to read 
the following definitions. 


document 

A MuldScribe document is any text and formatting you create at one time in 
MultiScribe. When you save a document, it becomes a file on disk and has 
a ProDOS filename. 

task 

A task or operation is any word processing job performed by MultiScribe. 

command 

A MultiScribe command is any instruction you give MultiScribe to perform 
an operation or task. 

option 

Frequently, MultiScribe gives you a choice of several different ways it can 
perform a task. These choices are called options. 

highlight 

When something -- text, a ruler, a filename — is highlighted, it appears in 
inverse video on the screen. The parts of the highlighted material which 
normally appear light will appear dark, and vice versa. When something is 
highlighted m MultiScribe, it is usually selected, which means that it has 
been chosen as the portion of the document to receive the action of the next 
command. 


You Should Make Backups... 

Before you start up MultiScribe, you should make backup copies of both 
sides of your MultiScribe disk. Because we believe in the honesty and 
integrity of our users, MULTISCRIBE IS NOT COPY-PROTECTED. 

Make as many backups of MultiScribe as you like, but please keep them for 
your own use only. We have tried to make MultiScribe as inexpensive and 
as easy to use as possible; if MultiScribe is pirated, we may have to raise the 
price of the program or place copy protection on it, both of which are 
inconvenient and unfair to honest users like you. 
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To back up your MultiScribe disk: 


=> Start up the ProDOS Users Disk. 

=> Choose F - PRODOS FILER (UTILITIES) 
from the Main Menu by pressing F. 

=> Choose V - VOLUME COMMANDS from the 
Filer Menu by pressing V. 

=> Choose C - COPY A VOLUME from the Volume 
Commands Menu by pressing C. 

=> Specify the slot and drive number for the Volume you 
want to copy -- in this case, the slot and drive number 
where your MultiScribe disk is located. (The preset is 
slot 6, drive 1.) 

=> Specify the slot and drive number for the Volume to 
which you want to copy the MultiScribe disk. (The 
preset is slot 6, drive 2.) 

=> Press Return to begin the copy. 

When the Filer Volume Copy program is finished, you’ll have made a backup 
of MultiScribe. Keep your Master Disk in a safe place and use your backup to 
run MultiScribe. 
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Starting 

MuitiScribe 


=> Insert the MuitiScribe disk, side 1 facing up, into 
your disk drive and close the drive door. 

=> Turn on your Apple computer and your monitor. 

The drive starts whirring, and, a few seconds later, the MuitiScribe title 
screen appears, asking you to insert side 2 and press Return. 

=> Take the MuitiScribe disk out of the disk drive, turn it 
over so that side 2 faces up, and place it back in the 
drive. 


The menu bar contains 
the names of the pull¬ 
down menus from which 
you choose commands. 


The flashing vertical bar js, 
called the insertion 
point. It marks the 
place where text appears as 
you type. 

The document 
window is just 
that - the 
’’window" through 
which you view 
and edit your word 
processing 
documents. 


Close the drive door and press Return. 

The drive starts whirring again. The screen clears, and after a few 
seconds your screen looks like this: 

If you press the scroll 
arrows using the mouse, 
the document window 
scrolls continuously. 



The scroll bar lets you 
move a document up and 
down in the document 
window by moving 
the elevator box. The 
elevator box contains the 
number of the page 
displayed in the document 
window. 


This is the MuitiScribe document window, through which you'll create and 
edit text 
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Mouse, 
Keyboard 
Mouse, and 
Apple Key 
Commands 


1. Using the 
Mouse 


MultiScnbe works with two input devices - the keyboard and the mouse 
-- and lets you perform each of its word processing operations at least two 
and sometimes three, different ways. The next part of this chapter explains 
how to use both the mouse and the keyboard to edit text and choose 
commands. If you’re using a mouse, you’ll want to read the next three 
sections below, since you can combine mouse and keyboard actions and 
may find it useful at times to do so. If you're using the keyboard only 
just read sections 2 and 3, which discuss different ways of choosing 
commands with the keyboard. 

If you've run the tutorial that comes on the MousePaint disk, you're 
probably familiar with the basic techniques involved in using the mouse 
and will want to skim down to the discussion on choosing commands 
from the menus. If you don't have the MousePaint tutorial or if you're 
using a mouse other than an Apple mouse, you'll want to read the next 
section carefully, experimenting with your mouse as you read. 


Moving the 
Pointer 


Notice the arrow in the upper left comer of your screen This is 
called the pointer. 

Move your mouse on a clean, flat surface, watching 
the pointer as you move the mouse. 

The pointer moves on the screen in the direction that you move the 
mouse. When you move the pointer in the menu bar and scroll bar, it 
remains an arrow, but it changes to an I-beam when you move it into 
the document window. 
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Pointer Types 

As you'll see later, the I-beam is shaped like the insertion point and is useful 
for helping you insert, delete, and edit text It becomes an arrow when you 
need to point it at something you want to click on, drag, or select (see 
"Review of Mouse Techniques" below). As you'll see later, the pointer 
also becomes a wristwatch when you're performing an operation — like 
printing, for example -- that takes time. 


You'll use the arrow 
to choose commands, 
specify options, and 
activate the scroll bar. 


With the I-beam, 
you'll set the insertion 
point and select text in 
the document window 
for editing, deleting, 
and replacing. 


The wristwatch tells 
you MultiScribe is 
performing an action 
which takes a few 
moments to complete. 
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Review of 

Mouse 

Techniques 

To use your mouse 
with MultiScribe 
you'll only need to 
know these 
techniques: 

• Clicking, to 

choose an option, 
place an insertion 
point in text, or 
confirm an 
operation. 

• Pressing, to 
effect a continuous 
action. 

• Dragging, to 

continuously select 
something (like 
text) or choose 
from a menu. 


To Click 

=> Position the pointer on the place in text or option you 
want to choose. 

=> Press and quickly release the mouse button. 

In MultiScribe, clicking is usually used for selecting options and 
placing the insertion point at a specific place in text. 


To Press 

=s> Position the pointer. 

=> Press and hold down the mouse button without 
moving the mouse. 

You press rather than click when you need to cause a continous action. 
The effects of pressing continue until you release the mouse button. 

To Drag 

=> Position the pointer. 

=> Press and hold down the mouse button while moving 
the mouse. 

=> Release the mouse button. 

To cancel a drag in progress, move the pointer back to the place where 
you began the drag before releasing the mouse button. 
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Using A Mouse: 
Pulling Down A 
Menu 


Pressing: 
Looking At 
The File 
Menu 


Dragging: 
Inverting the 
Screen 


U use “S’, pressing, and dragging while learning one method 
of choosing commands in MultiScribe - pulling down a menu. metnod 

You'll begin by pressing to look at a menu. 

At the top of the screen is the menu bar, which contains the names of the 
menus from which you'll choose commands. 

=> Use the mouse to position the pointer on the word 
"File" in the menu bar. 

=* Press the mouse button and hold it down. Look over 
the File Menu. 

=> Release the mouse button. 

menu ^ cau . ses * at menu to be displayed or "pulled 
down. When you release the mouse button, the menu disappears. 

Each MultiScribe menu contains commands grouped together bv the 
type of task they perform: all the commands on the File Menu for 
example, deal with opening, saving, and printing files. You can think 
o the menu bar as a collection of file drawers containing all the tools 
you need to create and edit documents. When you pull down a menu 
you open a drawer" to choose a particular tool ’ 

Next, you 11 choose a command by dragging. 

=> Position the pointer on the (3 character on the menu 
bar and press the mouse button. 

Menu > whi ch features miscellaneous commands, is pulled 


=> Holding the mouse button down and moving the 
mouse toward you, drag the pointer down the (5 
Menu until the words "Invert Screen" are highlighted. 
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=> Press the mouse button. 


As you drag the pointer over a command on a menu, it becomes 
highlighted, meaning it is the currently selected command. Releasing 
the mouse button while a command is selected chooses the command 
and performs the action associated with it. 

You’ve just chosen the Invert Screen command, which reverses the 
way the background and characters appear on the screen. In this case, 
you've changed the screen to light characters on a dark background. 
Choosing Invert Screen again returns the screen to dark characters on a 
light background. 


Clicking On A 
Button To 
Confirm An 
Operation 


Next, you'll learn how to click to confirm an action. 

=> Pull down the 3 Menu and choose About 
MultiScribe. 

A box appears inside the document window. Boxes like this are called 
dialog boxes, and they appear in MultiScribe whenever you’re 
performing an operation which calls for additional information, a choice 
of several options, or your approval before proceeding. Here the dialog 
box appears to complete the command you've chosen by providing you 
with information about MultiScribe. The box tells you the version 
number of the program, the authors of MultiScribe, and the amount of 
memory left for the current document 

At the bottom of the dialog box is another box containing the word 
"OK.” Little boxes like this are called buttons in MultiScribe. When 
you "press" a button by clicking on it, you perform the action 
associated with the word on it. It’s as if the mouse button becomes a 
physical extension of the button on the screen. 

Here you'll tell MultiScribe that you're finished reading about 
MultiScribe by clicking on the OK button. 

=;> Position the pointer on the OK button and click the 
mouse button. 

The dialog box disappears. 
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To sum up what you’ve learned so far about using the mouse with 
MultiScribe: 

V The mouse allows you to perform tasks through the use of a 
pointer. 

V The pointer appears in three different forms on the screen — as the 
arrow, the I-beam, and the wristwatch. 

V There are three basic mouse techniques used to perform tasks in 
MultiScribe — clicking, pressing, and dragging. 

V You pull down menus by pressing. 

V You choose commands from menus by dragging. 

V You click on buttons to confirm a choice or perform an action. 

V The Invert Screen command reverses the way characters and 
background appear on the screen. 

V The About MultiScribe command tells you about the version 
number and authors of the program, as well as how much memory 
is left for the current document 

Next, you'll learn how to perform the exact same tasks — with the 
keyboard. 


Using the 
Keyboard 
Mouse 


A mouse is an extremely handy input device, but not everyone owns one, 
and some people prefer not to use one. For those people who don’t use a 
mouse, MultiScribe implements what's called the Keyboard Mouse — a 
group of keyboard keys used together in a special way to imitate the way the 
mouse lets you perform tasks, like choosing commands from pull-down 
menus. If you do use a mouse, you can still use the Keyboard Mouse as 
well — and at times you may find it convenient to do so. 
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To choose a command with the mouse, you first use the mouse to pull 
down a menu. To pull down a menu with the Keyboard Mouse, you must 
first activate the menu bar. 

=> Press the Esc key. 

A menu appears under the (3 character, which is highlighted, indicating 
that that menu is selected. You've just "pulled down" the Apple Menu. 
The first choice on the menu, About MultiScribe, is highlighted. 

Pressing the Esc key activates, or turns on, the menu bar. 

=* Press the Esc key again. 

The (3 Menu disappears. 

Pressing the Esc key a second time deactivates, or turns off, the menu 
bar. The Esc key is like a toggle -- an on/off switch ~ for the menu 
bar. 

=> Press the Esc key. 

The (3 Menu is again pulled down. 

The last menu displayed when you deactivate the menu bar is the menu 
which will be displayed when the menu bar is again activated. 

=> Press the i key. 

The second command on the (3 Menu, Invert Screen, is highlighted. 

=> Press the i key again. 

The third command on the menu. Printer Setup, is highlighted. 

=> Press the T key. 

The Invert Screen command is again highlighted. 
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The T and i keys let you move up and down through a menu. 

When a command appears highlighted on a menu, that command is the 
currently selected command, which means that the action 
associated with the command will be performed if you confirm the 
command by choosing it. When you’re using a mouse you choose a 
command by releasing the mouse button while the command is selected. 
When you're using the Keyboard Mouse, you choose a command by 
pressing the Return key while the command is selected. 

=> Press Return. 

The (3 Menu disappears and the dark and light portions of the 
screen are reversed so that light characters appear on a dark 
background. 


Congratulations ~ you've just chosen the Invert Screen command, 
which, as you can see, reverses the way things are displayed on your 
screen. Some people prefer light characters on a dark screen; some 
prefer a light screen with dark characters. Now you know how to 
adjust the screen display to suit your preference. 

For now, however, let's return the screen to the way it was. 

=> Press Esc. 

The C$ Menu is pulled down. 

=> Press the i key. 

The Invert Screen command is highlighted. 

=» Press Return. 

The (3 Menu disappears and the screen again shows dark characters on 
a light background. 
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So far, each time you've activated the menu bar, you’ve seen only the (3 
Menu displayed. Next you'll use the Keyboard Mouse to look over some 
of the menus. 

=> Press Esc. 

The (5 Menu is pulled down. 

=> Press the key. 

The word "File” is highlighted, indicating that that menu is selected. 
The File Menu is pulled down. 

The first line in the File Menu contains the highlighted word "Untitled." 
This is where the title of your document appears - and MultiScribe is 
telling you that your current document has not yet been given a title. 

=> Press the <- key. 

The File Menu disappears and the (3 Menu is pulled down. About 
MultiScribe is selected. 

When the menu bar is activated, the and keys let you move from 
title to title on the menu bar, pulling down each menu as it's selected. 

You've just learned all you need to know about the Keyboard 
Mouse for now. Of course, there's more to know - for example, 
how to use the Keyboard Mouse to select text the way you select text 
with a mouse. For now, however, you know enough. 

Before you go on to the next section, you should know about the 
Keyboard Mouse and dialog boxes. 

=> Press Return to choose About MultiScribe. 

If you read section 1, Using the Mouse, you know that the box 
displayed is called a dialog box. If you’re not using a mouse and 
didn't read section 1, you should know that a dialog box is a message 
displayed by MultiScribe whenever you're performing a task which 
requires additional information or your approval before proceeding. 
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Here the dialog box gives you the information you've requested by 
choosing the command About MultiScribe. About MultiScribe tells you the 
version number and authors of the program as well as the amount of 
memory remaining for the current document. It will stay on the screen until 
you confirm that you've finished reading the message by pressing Return. 

=> Press Return. 

The dialog box disappears. 


Let’s summarize what you've learned using the Keyboard Mouse: 

V Pressing the Esc key activates the menu bar. The menu bar 
remains activated until you press the Escape key again or choose 
a command. 

V You choose a command by: 

1) Using the up and down arrow keys to select a command on a 
pull down menu; 

2) Pressing Return to confirm your choice of the selected 
command. 

V You move from menu to menu with the <— and —> keys. 

V The Invert Screen command reverses the way characters and 
background are displayed on the screen. 

V About MultiScribe tells you about the version number and the 
authors of the program, as well as the amount of room in memory 
left for the current document 


=> Before going on, practice using the Keyboard Mouse 
to look at each of the menus. 

In the next section, you’ll learn about the Apple Key equivalents for the 
pull-down menu commands. 
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3 Using the 
(3 Key 
Commands 


While looking over the menus, you may have noticed that some of the 
commands on some of the menus appear dimmed. 

Pull down the Edit Menu. 

For example, on the Edit Menu the commands Cut and Copy appear 
dimmed, whereas the Paste command is displayed normally. 

Commands that you can’t use right now are dimmed on the menu and 
can't be selected or executed. Cut and Copy can’t be used right now 
because they require that you select text to cut or copy and you have no 
text in the document window. Paste, on the other hand, copies the 
contents of the Clipboard into the document window, and is always 
usable. 

While you have the Edit Menu pulled down, notice the characters to the 
right of each of the commands on the menu. These are called Apple 
Key Commands, and they represent the keyboard equivalents of the 
commands on the menu. These are the keys you press on the keyboard 
to effect commands without using the pull-down menus at all. To 
perform the Cut command without pulling down the Edit Menu, for 
example, you would hold down the (3 key (or the < key) and press the 
X key. 

Most of the Apple Key Commands have been assigned characters 
which are easy to associate with the action they perform. Copy, for 
example, is (3C. Cut, which removes text, is (3X ~ the text is ”X-ed 
out” Paste, which inserts text into the document window, is (3V~ and 
the V symbol is a copy reader's symbol which means, ’’insert additional 
material between these characters.” Also, each of these commonly used 
commands is located close to the (3 key on the second row from the 
bottom of the keyboard, and so can be typed easily using one hand. 

Most of the commands have easily remembered ("mnemonic”) 
characters associated with them. There are only 26 letters of the 
alphabet, however, and not every command could simply be given the 
first letter of the command name. Also, there are apple key commands 
for scrolling text which are not located on any of the menus. For your 
convenience, therefore, there's a chart in Appendix F, "Keyboard 
Commands," which lists each command, its keyboard equivalent, the 
action performed by the command, and a handy tip for remembering 
the command. 
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Dialog Boxes 


When you chose the About MultiScribe command, a dialog box was 
displayed on the screen until you clicked on the OK button (or pressed 
Return) to indicate that you were finished with the message. 
MultiScribe uses dialog boxes to obtain information from you or to get 
your approval before performing an action. 

The About MultiScribe dialog box is pretty much a typical dialog box 
— it provides information and requests your input before disappearing 
from the screen. Some dialog boxes use methods other than buttons to 
get information from you. This section will examine each of these 
input methods by reviewing one command which uses two dialog 
boxes — the Print Merge command, located on the File Menu. These 
two dialog boxes combined demonstrate practically every method used 
by MultiScribe dialog boxes to obtain your input 

The actual function of Print Merge is to allow you to link files together 
for printing documents, but that will be discussed in a later chapter. 
What is important for now is the way the Print Merge dialog boxes 
work. 


Choose Print Merge from the File Menu. 

The first dialog box appears. 


input bar 


scroll arrows 

Z 


scroll window - 



|1 KHO 

BUSIHESS.PLAN 


4 LETTER.HS 


NARKET.STUDY 

2 REP0RT.mY.86 

3 PRICIHG.DATA 
PARTY.UEEKEND 


buttons 


Patl _ 
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brf [Deselect! Press 



I Continue I Press <SPACE> f Cancel p fress <ESC> 
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At the top of the dialog box is the PATH input bar. Input bars allow 
you to type in information. When you click on the input bar with the 
mouse, click on the PATH button, or press C5P, the insertion point 
appears in the input bar, allowing you to type. 

The large box on the left is called a scroll window. Scroll windows 
contain information, usually in lists, which you scroll up and down by 

clicking on the scroll arrows or by pressing thetand i keys. The 
document window, for example, is a large scroll window. When a path 
is selected, the Print Merge scroll window normally contains a list of 
filenames. 

Once you've provided the necessary information, the buttons on a 
dialog box either confirm a decision, perform an action based on your 
input, or allow you to cancel the operation altogether. On this dialog 
box, for example, the Continue button tells MultiScribe that you ve 
finished providing the information requested by the first dialog box and 
that you're ready to go on to the next one. 


=> Click on the Continue button or press the space bar. 



A second dialog box appears. 

I ikf. the previous one, this dialog box contains buttons and input bars. 
However, this dialog box also contains yet.another device used by 
MultiScribe to obtain your input — the option line. 
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An option line consists of multiple settings -- empty boxes to the left 
of the options they represent - which you mark to indicate a choice 
among several options. The Quality option line in this dialog box, for 
example, gives you the choice of having your document printed in Text, 
Draft, Standard, or High quality print mode. The current setting is 
marked. 

To mark a setting: 

• If you*re using a mouse, click on the setting. 

• If you're using keyboard controls, press thet and 1 

keys to move up and down between option lines. The selected 
setting flashes. Use the and keys to move left and right 
among settings. When the setting you want to mark is chosen, 
press Return. 

Some options, like Page Range, combine settings and input bars. 

Since you have no document files to print out, you’ll want to cancel this 
operation. Canceling an operation simply returns you to what you were 
doing before you began the operation. 


=» Click on Cancel or press Esc. 

The dialog box disappears. 
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Summary 


In this chapter you've covered everything you need to know to start learning 
how to use MultiScribe. You've learned how to: 

V start up MultiScribe; 

V make backups of MultiScribe; 

V use the mouse and/or Keyboard Mouse to perform tasks; 

V choose commands from the menus; 

V choose commands with keyboard equivalents; 

V provide information to the program through dialog boxes. 


In the next chapter, "Learning MultiScribe," you'll start learning the basics 
of word processing with MultiScribe. If you have questions about how to 
perform a specific task, refer to Chapter 3, "Using MultiScribe." If you 
have questions regarding a specific command, see Chapter 4, "MultiScribe 
Reference." 
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CHAPTER 2: LEARNING MULTISCRIBE 


This chapter will teach you the basics of word processing with MultiScribe. 
The first part discusses the insertion point and shows you how to insert text. 
You'll learn how word processors use word wraparound to give your typing 
greater speed and efficiency. You'll also learn how to delete what you've just 
typed and how to use carriage returns to insert blank lines. 

The second part of Chapter 2, Formatting Text , discusses the various ways 
you can arrange your writing on a page and shows you how to use margins 
and tabs, as well as more advanced features like multiple line spacing, 
justification, and centering. 

In the third section. Editing Text , youll learn how to select text and how to 
insert over, delete, copy, and replace selected text. You'll also learn how to 
change the style of your text by changing the fonts, font styles, and sizes. 

Chapter 2 concludes with a short exercise in which you'll create and edit a 
short business letter using your new MultiScribe word processing skills. 




Typing Text 


The MultiScribe feature that you will use most frequently in 
creating documents is inserting, or typing your text. 


Typing at the 
Insertion Point 


Inserting Text 


Notice the blinking bar at the top left of your screen. This is 
called the cursor. It marks the insertion point, or the 
location in your text at which you will be typing. Everything 
you do to your text - inserting, editing, or deleting text - is 
done at the insertion point. When you start a new document, 
the cursor is always placed at the top left of your page. 

To see how the cursor works, type in the 
following sentence: 

A penny saved is better than nothing. 

Notice that when you press a key the letter appears on the left 
side of the cursor. When you type, your text will appear 
wherever the cursor is located on your screen. 


The cursor controls where your text is placed on the screen. 
You, however, can control where the cursor appears on the 
screen. This feature is helpful when you wish to add a word to 
the middle of a sentence or a sentence to the middle of a 
paragraph. 

Let’s insert a word into the middle of the sentence. 

In order to move the cursor to the place where you wish to 
insert text: 


If You're Using A Mouse 

Use the mouse to move the I-beam (the ][ vertical bar) to the 
place in the document where you wish to insert text Click the 
mouse button. 

=> Move the I-beam to the left of the word 
M better M and click the mouse. 


30 CHAPTER 2: LEARNING MULTISCRIBE 




If You're Using The Keyboard 

Use the X, and T keys located at the lower right of 

your keyboard to reposition the cursor. 

=> Press the <— key until the cursor is to the left 
of the word "better." 

=> Type the word "much" and press the space 
bar. 

The word "much" is inserted into your text 

If you're using a mouse, notice that while you type, the I- 
beam disappears. Move the mouse again, and the I-beam 
reappears. 


Look at your text. The cursor is now located in the middle of 
your sentence. In order to type another sentence, you must 
move the cursor to another insertion point. 

To move the cursor to a different location in the document: 


If You're Using A Mouse 

=> Move the I-beam to the right of the period 
and click the mouse button. 


If You're Using The Keyboard 

=*. Press the -> key until the cursor is located 
to the right of the period. 

The cursor is now at the end of the first sentence. 
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Word 

Wraparound 


=» Press the space bar twice and type the 
following sentence: 

Unfortunately, a penny won't buy much. 

The new sentence is inserted after the first sentence, and the 
cursor is now located at the end of the second sentence. 

You can move the cursor to any location in your text. 
Remember, the cursor marks the insertion point, and the 
insertion point marks where your text will appear. 


Notice that when you typed the second sentence, the whole 
sentence did not fit on the first line, and the words that didn't fit 
were placed on the line below. This is called word 
wraparound. 

Word wraparound is a feature that automatically moves the 
insertion point and the word that you are typing from the right 
marjgin to the beginning of the next line. With this feature, you 
don't have to press the Return key when your text is at the right 
margin. 

=> With the cursor located at the end of the 
second sentence, type the following text 
without pressing the Return key. 

In these days of inflation, you will need a lot of 
pennies to buy anything at all. To buy a hamburger 
and french fries you would need approximately 400 
pennies. Fortunately, we have currencies other 
than pennies, which makes our lives easier and the 
hamburger stand owners much happier. 
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NOTE: Always allow MuldScribe to word wrap 

text at the right margin. Press the Return key only at 
the end of a paragraph or when skipping a line. 


j 


MuldScribe uses word wraparound to adjust your text 
whenever you make a change involving more than one line of 
text For example, word wraparound adjusts your text 
when you insert or delete words or change the margins. 

Let's see how word wraparound adjusts your text: 


If You're Using A Mouse 

=> Position the I-beam to the left of the word 
"Fortunately" and click the mouse once. 


If You're Using The Keyboard 

=> Move the cursor to the left of the word 
"Fortunately." 

=> Type the following sentence and press the 
space bar twice. 

That's a lot of pennies! 

The sentence is inserted into your text. MuldScribe has 
readjusted your paragraph to make room for the added text. If 
you press the Return key at the end of each line in a paragraph, 
MuldScribe will not readjust your text if you add or delete 
words. 
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Click on the OK button or press Return. 

A menu bar and four windows appear. This is the FontEditor 
screen. 


The Menu Bar contains the 
names of the menus from 
which you choose commands. 


The Edit Window allows you 
to edit characters. The individual 
dots represent the pixels which 
make up a character. The 
character being edited 
appears in a matrix of £ p j } e 
dots called the \ 
character grid. 


The Font Window contains 
all the characters in a font The 
flashing character is the last 
character selected on the 
Keyboard Map. 


Edit Design'Font Size 
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The Style Window shows you what a character 
will look like when it is plain text, bold, italic y 
underline, centime, and shadow. 


The Keyboard Map allows you to 
select a character for editing. 
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=> Press the Return key once. 

The cursor is now at the left margin. 

=> Type the following list. Press the Return key 
after each word in the line. 

quarters 

dimes 

nickles 

pennies 


r 


V. 


% 


NOTE: If you hold the Return key down too long, the 

key repeats, putting in unwanted carriage returns. If you 
have too many lines after pressing the Return key, simply 
press the Delete key. Unwanted carriage returns are removed., 




Formatting Text 


Formatting text consists of setting margins and tabs, line 
spacing, and text justification. 


Rulers 


To set the formats for your text, MultiScribe uses a ruler that 
contains various format specifications. MultiScribe starts each 
new document with a ruler located at the top of the page. 

To see the ruler, do the following: 


If You're Using A Mouse 

=> Choose Show Rulers from the Format Menu. 
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If You're Using The Keyboard 


=> Press the Esc key. 

=> Press the -> key until the Format Menu is 
opened and choose Show Rulers from the 
menu. 


Or 


=> Press the (3 and M keys simultaneously. 

The ruler appears at the top of the page. When the ruler is 
visible, you can change the various ruler formats. 

6 File Edit Search Format Font Size Style 


I 1 ^ I I I I ^ I I I I 1^1 I I I I | | [ | | |^| I | , | j | , J . |^, | , | , l . | . | J . |^. | , 

Spacing^ D8 Hi D2 D3 Justify- HLeft DRight DFull DCenter | 

The ruler format specifications are as follows: 


Indentation 

Marker 


The second marker located on the left side of the ruler is the 
indentation marker. This marker is a small straight line with a 
triangle on the bottom right side of the line. The indentation 
marker tells MultiScribe to indent the first line of every 
paragraph. 


To move the indentation marker: 
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If You’re Using A Mouse 

=> With the pointer on the indentation marker, 
press and hold the mouse button. 

=» With the mouse button depressed, move the 
pointer to the 1/2 inch mark on the ruler. 

The indentation marker moves to the 1/2 inch mark. 

=> Move the pointer to your text until it 
^becomes an I-beam. 

If You're Using The Keyboard 

=> Press the T key until the cursor is located 
on the left margin marker (the triangle 
located at the far left side of the ruler). 


NOTE: The cursor will always move to the left margin 
marker first when you move the cursor to the ruler. 


The left margin blinks when the cursor is placed on it 

=* Press the key once to position the cursor 
on the indentation marker. 

The indentation marker blinks when the cursor is placed on it. 

=> Simultaneously press the C5 or key and 
the -> key. As you hold down the C5 or * 
key, press the -> key ten times. 
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The indentation marker moves to the right each time you press 
the —> key. 


Press the i key twice to move the cursor 
from the ruler to your text. 



Look at your text. The first line of your paragraph has shifted 
to the right. Each time you move the indentation marker, your 
text will readjust accordingly. 


Setting Margins 


There are two margin markers on the ruler. The left margin 
marker is a triangle located on the far left of the ruler. This 
marker tells MultiScribe where to begin the text on the left 
margin. 

The right margin marker is a triangle located on the far right of 
the ruler. This marker tells MultiScribe where to end text on the 
right margin. 

To change the left margin, do the following: 

If You're Using A Mouse 


=> Place the pointer on the left margin marker. 


=> Press and hold the mouse button. Drag the 
pointer just to the left of thel/2 inch point on 
the ruler. 
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=> Move the pointer from the ruler to your text. 


If You’re Using The Keyboard 

=» Move the cursor to the left margin marker. 

=> Simultaneously press the 3 or key and 
the <- key. As you hold down the 3 or ft 
key, press the <— key five times. 

The left margin marker moves to the left each time you 
press the <— key. 

=> Press the i key twice to move the cursor 
back to your text. 

The left margin widens and your text is readjusted. 


To change the right margin, do the following: 


If You're Using A Mouse 

=> Place the pointer on the right margin 
marker. 

=> Press and hold the mouse button. Drag the 
pointer to the 7 1/8 inch marker on the ruler. 
Release the mouse button. 

=> Move the pointer from your ruler to your 
text. 
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If You're Using The Keyboard 


Setting Tabs 


=> Move the cursor to the ruler. 

=> Press the key 12 times to move the 
cursor to the right margin marker. 

The cursor moves over the tab stops on the ruler as you press 
the —» key. 

=> Simultaneously press the <3 or * key and 
the <- key. As you hold down the C5 or * 
key, press the «- key 15 times. 

The right margin marker moves to the left each time you 
press the <— key. 

=» Press the 1 key twice to move the cursor 
back to your text. 

The right margin is indented, and the text is readjusted. 

MultiScribe gives you ten tab stops per ruler. These tab stops 
are the diamond-shaped markers located at various points along 
the ruler. Each time you press the Tab key, the cursor jumps to 
the next tab stop. 

=> Clear your screen of all text. To do this, place 
the cursor at the end of your text. Press the 
Delete key until all text has been erased. 

=> To see how the tab stops work, type in the 
following list. Press the Tab key at the 
beginning of each line and press the Return 
key at the end of each line. 
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eggs 

bacon 

sausage 

toast 

coffee 

Your text is entered at the first tab stop. 

Now let’s move the first tab stop to another location. 

If You're Using A Mouse 

=> Position the pointer on the first tab stop. 

=> Press and hold the mouse button. Move the 
pointer to the 7/8 inch mark on the ruler. 

The tab stop moves to the right with the pointer. 

=> Release the mouse button. 

=> Move the pointer to your text. 


If You’re Using The Keyboard 

=> Move the cursor to the ruler and press the 
key twice to position the cursor on the 
first tab stop. 

The first tab stop blinks when the cursor is placed on it. 
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=> Simultaneously press the (5 or * key and 
the -» key. As you hold down the (5or i 
key, press the key ten times. 

The tab stop moves to the right each time you press the —> 
key. 

=> Press the 1 key twice to move the cursor 
back to your text. 

Your list moves over to the new tab stop. 

You can move the tab stops at any time. Any text that you have 
set at a tab stop will automatically readjust to the new tab stop. 


/f NOTE: If you hold the Tab key down too long, the key 
repeats. If the cursor jumps too many tab stops, simply 
press the Delete key. 



Line Spacing 


This feature determines how many blank lines go between each line 
of text. MultiScribe presets the ruler for single spacing. 

Each ruler contains four line spacing options. The first option is 
shown on the ruler as a "0". This option fits the top of each letter 
on one line directly below the bottom of the letters on the line above. 
This option enables the text to fit tighter on the page. 

The second option is single spacing. This option does not place 
extra space between the lines. This is shown as a " 1” on the 
ruler. 

The third spacing option is double spacing. This adds extra space 
between each line of text This is shown as a "2" on the ruler. 
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The fourth option is triple spacing. Two extra spaces are added 
between each line of text This option is shown as a ”3” on the 
ruler. 


To see how line spacing works, do the following: 


If You're Using A Mouse 

=> Position the pointer on the box in front of 
the "0" spacing option on the ruler and click 
the mouse button. 

The "0” spacing box becomes solid, indicating that you 
have selected that spacing option. 

=» Move the pointer from the ruler to your text. 


If You're Using The Keyboard 

=> Move the cursor to the ruler and press the i 
key once. 

The cursor moves to the spacing options. The box in front 
of the "0” spacing option blinks as the cursor is placed on 

tS 

=> Press the Retufn key. 

The ”0" spacing box becomes solid, indicating that you 
have selected that spacing option. 

MultiScribe adjusts your text to the new line spacing. You 
can change the line spacing at any time. MultiScribe will 
adjust the text accordingly. 


43 LINE SPACING 




Justification 


This feature determines the alignment of your text There are four 
justification options on the ruler: left, right, full, and center. 


NOTE: You will be unable to see how these options readjust 
your text on the screen. However, when you print your 
document, it will be formatted according to the specified 
V justification settings. 


Left Justify 

MultiScribe presets the ruler to left justification. All the text is 
aligned flush left on the margin, and the text is uneven on the 
right margin. 

Right Justify 

All the text is aliened flush right to the margin, and the text is 
uneven on the left margin. 

Full Justify 

This option spaces the text evenly across each line, and the text 
is aligned at both margins. 

Center Justify 

The text is centered on each line between the margins. 


Let's use the Center Justify option to center your list on the page. 

If You 9 re Using A Mouse 

=> Position the pointer on the box in front of 
the Center justify box and click the mouse 
button. 

The center justify box becomes solid, indicating that 
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you have selected this justify option. 

=> Move the pointer to your text. 


Scroll Bars 


If You're Using The Keyboard 

=» Move the cursor to the ruler and press the 
i key once. 

=> Press the —> key seven times to move the 
cursor to the justification options. 

The cursor is placed on the center justification option. 

=> Press the Retumkey. 

The center justification box becomes solid, indicating that 
you have selected this justify option. 

=> Press the i key to move the cursor back to 
your text. 

Your text will be centered on the page when you print 
Remember, you will not see the center justification on the 
screen. 

Scrolling is a feature that lets you move your text up and down 
on the screen so you can bring any part of your text into view. 
Scrolling is done with the use of the scroll bar, which is the 
vertical bar located on the far right side of your screen. 

Before you begin scrolling, let's clear the screen and type in 
another paragraph. 

=> Place the cursor at the end of your text. 
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=> Press the Delete key until all the text is 
deleted. 

The cursor is now placed at the top left of the page. 

=> Type in the following text. 

The phoenix is a fabulous bird of ancient Egyptian 
legend. This magnificent bird is extremely colorful. 
The phoenix lives 500 years, although some 
legends of very old say that he has lived as long as 
92,000 years. When this splendid bird comes to the 
end of his long life, the phoenix arises -- fresh, 
young, and alive -- from the ashes of its funeral pyre 
to live once again for another 500 years. 

If You're Using A Mouse 

=> Place the pointer on the box in front of the 
triple line spacing option on the ruler and 
click the mouse button. 

The box becomes solid, indicating that you have selected 
the triple line spacing option. 

=> Move the pointer from the ruler to your text. 


If You're Using The Keyboard 

=> Move the cursor to the box in front of the 
triplejine spacing option and press the 
FJeturn key. 

The box becomes solid, indicating that you have selected 
the triple line spacing option. 
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=> Move the cursor from the ruler to your text. 

All of your text is now triple spaced. 

=> Place the cursor at the end of your document 
and type the following sentence. 

Because of his glorious rebirth, the phoenix has 
become a symbol of resurrection. 

Notice what happened to your text when you typed in the last 
sentence. Part of your text moved off the screen. All is not 
lost! To move your text back into view, simply use the 
scroll bar. 


If You're Using A Mouse 

=> Place the pointer on the up arrow located at 
the top of the scroll bar and click the mouse 
button. 

The beginning of your text and the ruler appear on the 
screen, and the bottom part of the document scrolls 
downward off the screen. 

=> Place the pointer on the down scroll arrow 
located at the bottom of the scroll bar and 
click the mouse button once. 

The end of your text is now back in view. 

You can also scroll your text by placing the pointer in the 
scroll bar and clicking the mouse button. 

=> Place the pointer inside the scroll bar 

directly under the up scroll arrow and click 
the mouse button. 
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The top of your text scrolls into view, and the bottom part 
of your text scrolls downward, out of view. 

=> Position the pointer 2/3 the way down the 
scroll bar and click the mouse button. 

Your text scrolls upwards off the screen, leaving the bottom 
of the paragraph in view. 

=> Position the pointer at the top of the scroll 
bar and click the mouse button. 

The beginning of your text and the ruler are now back in 
view. 

If You're Using The Keyboard 
=> Simultaneously press the C5 and 1 keys. 

The beginning of your text and the ruler appear on the 
screen. 

=> Simultaneously press the c5 and 5 keys. 

More of your paragraph scrolls into view. 

=> Simultaneously press the <3 and 9 keys. 

The very end of your text scrolls into view. 

=> Now press the C5 and 1 keys. 

The beginning of your text and the ruler are now back in 
view. 
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Saving Your 
Text 




’S 


NOTE: You can also scroll your by simultaneously pressing 

the C5 key and the < key or the > key. This type of scrolling is 
like turning the pages of a book. Each time you press the (3 key 
and the > key, the text scrolls up and you see a screen of new 
text. The < key scrolls your text down, or back toward the top 
^of your document ^ 


Always save your work. It is quite agonizing to spend time 
preparing a lengthy document, only to lose it because of a 
power failure. If you save your work frequently, you 
have less chance of losing it due to a power failure. 


To save your text, do the following. 

If You 9 re Using A Mouse 

.=*- Choose Save from the File Menu. 

This dialog box appears. 


|PATH* /HULTISCRIBE/ 

Inane* nemoi 

Drive 1 

Press 61 

Press 62 
| Press 6P 

I Save 

| Press <RETURH> 

| Press <ESC> 

| Drive 2 

| Cancel 

I Path 
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=> Type in a name for the document. It can be 
any name you want, provided it conforms to 
the ProDOS conventions for filenames. 

Your document name appears in the NAME box. 

=> Click on the drive 1 button. 

The pathname appears in the PATH input bar. 

=> Place the pointer on the Save button. Click 
the mouse button to save your text. 

If You're Using The Keyboard 
=> Choose Save from the File Menu. 

OR 

=> Press the C5 and S keys. 

This dialog box appears. 


| PATH 5 /HIILTISCRIBE/ 

|HAME: MEH0| 

Drive 1 

Press 61 

Press 62 

1 Press 6P 

| Save 

| Press {RETURN) 

| Press <ESC> 

Drive 2 | 

| Cancel 

Path 
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=> Type a name for the document. 

Your document name appears in the NAME box. 

=> Press the (5 key and the 1 key to choose 
drive 1. 

The pathname appears in the PATH input bar. 

=> Press the Return key to save your text. 


If you decide to cancel the Save option: 

if You're Using A Mouse 
=> Click on the Cancel button. 


If You're Using The Keyboard 
=> Press the Esc key. 

Your text will remain on the screen, but it will not be saved to 
disk. 


Editing Text 


While you are typing a document, you may decide to change a 
few sentences, delete some words, or rewrite an entire 
paragraph. MultiScribe's editing features allow you to make 
major changes within your document. 

There are seven text editing features: inserting over selected 
text, deleting selected text, changing style of text, cut, copy, 
paste, and replacing selected text with paste. 
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Selecting Text 


You may have noticed that the word "selected" is used 
frequendy when discussing text editing. A basic rule to follow 
is: Before you can edit text, you must first select it. 

To select text, do the following: 

If You're Using A Mouse 

To select text using the mouse, place the I-beam before the text 
you wish to select Press and hold the mouse button. Then 
drag the I-beam across the text The text becomes highlighted 
as the I-beam moves across it 


NOTE: You can select text by moving the I-beam to the right 
left, down, or up. Remember that the mouse button must' 
depressed while dragging the I-beam. 


rjght^ 


=> To select a line of text, place the cursor at 
the beginning of your text. 

=> Press and hold the mouse button. Drag the 
I-beam to the end of the first line of text and 
release the mouse button. 

The first line of text is selected. 

=> Place the I-beam at the beginning of your 
text and click the mouse button once. 

The line of text is no longer selected. 


If You're Using The Keyboard 

To select text using the keyboard, simultaneoulsy press the <3 

key and the T, 4-, , or —» key. The text that the cursor moves 

over will be selected according to the arrow key that you press. 
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Inserting Over 
Selected Text 


=> Move the cursor to the beginning of your 
text and simultaneously press the C3 and 
keys. Move the cursor to the end of the first 
line of text. 

The first line of text is selected. 

=> Press the (3 key and the <- key. Move the 
cursor to the beginning of the first line of 
text. 

The line is no longer selected. 

Now that you know how to select text, you are ready to learn 
how to edit 

This feature allows you to replace selected text This is helpful 
when you want to replace a word (or sentence) with another 
word (or sentence). 

Let's start by inserting over a word. You’ll start by selecting 
the word you wish to insert over. 

=> Select the word "fabulous” in your text. 

=> Press the Delete key. 

=* Type the word "mythical.” 

The word "fabulous" is replaced by the word "mythical." 

Now let’s replace an entire sentence. 

If You're Using A Mouse 

=> Place the Ubeam at the beginning of the 
second sentence. 
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^ Press and hold the mouse button. Drag the 
I-beam to the end of the second sentence. 
(If you can't get it the first time, keep 
practicing. You'll get the hang of it soon!) 


If You're Using The Keyboard 

=* Move the cursor to the beginning of the 
second sentence. 

^ Select the second sentence by pressing the 
C5 and -* keys. 


Deleting 
Selected Text 


The sentence is highlighted, indicating that it is selected. 

=> Press the Delete key. 

=> Type the following sentence. 

The phoenix is always a colorful male bird. 

The second sentence is replaced by the new sentence. 

This feature allows you to quickly and easily delete selected 
words sentences, and paragraphs. To see how this works, 
let s delete a sentence from your paragraph. 

=> Select the second sentence. 

=> Press the Delete key. 

The selected sentence is deleted. 
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Changing Style 
of Text 


Changing the 
Font 


Changing the 
Size of Your 
Text 


MultiScribe allows you to perform several operations to stylize 
selected text. You can change the font, the size of the letters, 
and the style of the letters. These options are found, 
appropriately enough, in the Font, Size, and Style Menus, 
which are located at the top of the screen. 


=* Select the first sentence. 

=> Choose the Shakespeare font from the Font 
Menu. 

The selected text changes to a different font. 

=> Click the mouse button or press an arrow key 
to deselect the text. 


/S 




NOTE: You can change the font of a sentence that is already 
on your screen (like you just did), and you can also change the 
font while you are typing. Just choose the font name that you 
want, and the font will change as you type. You can type a 
paragraph or sentence using several different fonts. jj 


=> Select the second sentence. 

=> Choose X2.0 from the Size Menu. 

The selected text changes size. 

=> Click the mouse button or press an arrow key 
to deselect the text. 
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NOTE: You can change the size of a sentence that is already 
on your screen (like you just did), and you can also change the 
font while you are typing. Just choose the size that you want, 
and the size will change as you type. You can type a paragraph 
y^or sentence using several different sizes. ^ 


Changing Style 


=> Select the third sentence. 

=> Choose Italic from the Style Menu. 

The selected text becomes italicized. 

=> Click the mouse button or press an arrow key 
to unselect the text. 






NOTE: You can change the style of a sentence that is already 

on your screen (like you just did), and you can also change the 
style while you are typing. Just choose the style that you want, 
and the style will change as you type. You can type a paragraph 
y^or sentence using several different styles. jj 


Cut 


The Cut command allows you to quickly delete words, sentences, 
or paragraphs from your text. The Cut command is very similar to 
the Deleting Selected Text feature. There is one major difference, 
however. When you press the Delete key to remove text, the text is 
gone forever. When you use the Cut option to remove text, you can 
get it back by using another Edit Menu option called Paste. Later 
we will see how the Cut and Paste options work together. 
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Let's see how the Cut option works by cutting a sentence from 
your paragraph. 

=> Select the first sentence. 

=> Choose the Cut option from the Edit Menu or 
simultaneously press the <3 and X keys. 

The selected sentence is deleted from your paragraph. 


Copy 


The Copy command allows you to copy words, sentences, or 
paragraphs and place the text in another location while leaving 
the original text in place. The Copy command is used in 
conjunction with the Paste command. 

Let’s copy a sentence in your text and paste it to another 
location. 

Select the first line of text. 


=> Choose Copy from the Edit Menu or 
simultaneously press the <3 and C keys. 

MultiScribe copies your text onto what is called the Clipboard. 
The Clipboard holds the text that has been most recently 
copied or cut When you use the Paste command, the text 
comes from the Clipboard. When you copy or cut another line 
of text, the new text will take the place of the text that is 
currently on the Clipboard. 

=* Place the cursor at the end of your text. 

=> Choose the Paste option from the Edit Menu. 

The copied line is pasted at the end of your text 
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Paste 


Now that you've used the Paste option to copy text, let's 
use the Paste option with the Cut command. 

=> Select the last sentence in your paragraph. 

=> Choose Cut from the Edit Menu. 

The selected sentence is cut from the paragraph. 

=> Place the cursor at the end of the first 
sentence. 

=> Choose Paste from the Edit Menu or 
simultaneously press the <3 and V keys. 

The cut line of text is pasted into the middle of your paragraph. 

( NOTE: You can paste the same line of text as many times 
as you want until you cut or copy another line of text 



Replacing 
Selected Text 
with Paste 


This feature allows you to paste text that you have cut or copied 
over selected text. 

Select the third sentence. 


=> Choose the Paste option from the Edit Menu. 

The previously cut text (that is on the Clipboard) replaces the 
selected text, replacing the selection with the contents of the 
Clipboard. 
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Find 


Find is a MultiScribe feature that allows you to find a specific 
phrase, word, or group of words within a document 

To see how this works, let's find a specific word. 

Place the cursor at the beginning of your text. 




NOTE: MultiScribe searches from the cursor to the end 
of a document, so for MultiScribe to find each 
occurrence of the specified text, the cursor must be placed 
at the beginning of your document. 


=> Choose Find from the Search Menu. 

This dialog box appears. 


Find 2 


31 

□Uhole Uord 

□Partial Uord 


□Case 

□ Ignore Case 


I Find | Press 6F 

1 Cancel | Press <ESC> 




■ 


The dialog box contains four options. 

Whole Word ~ This option tells MultiScribe to search for 
the specified text as a distinct word. A distinct word in 
MultiScribe is any alphabetic text surrounded by spaces. 
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numbers, punctuation characters, or other special 
characters. Selecting this option cancels the Partial Word 
option. 

• Case — This option tells MultiScribe to acknowledge the 
difference between uppercase letters and lowercase letters in 
the text you specify. Selecting this option cancels the 
Ignore Case option. 

EXAMPLE: If you search for the word Mother, 

MultiScribe would not find the word mother. 

• Partial Word ~ MultiScribe finds the next occurence of 
the specified text in the document, regardless of whether or 
not the specified text is a distinct word. You can specify a 
few letters, and MultiScribe will find every word that 
contains the letters in the order you have specified, or you 
can specify several words ~ up to 43 characters - and 
MultiScribe will find every group of those words in the 
document Selecting this option cancels die Whole Word 
option. 

EXAMPLE: If you search for the word me, MultiScribe 
would also find the words men, women, mean, and game. 


• Ignore Case—This tells MultiScribe to search for text 
regardless of case, treating lowercase and uppercase letters 
as equivalent characters. Selecting this option cancels the 
Case option. 

EXAMPLE: If you search for the word Mother, 
MultiScribe would also find the word mother. 


=> Type the word phoenix in the FIND input bar 
and press the (3 and F keys or click on the 
FIND button. 

The first occurrence of the word phoenix from the insertion 
point to the end of the document is highlighted. 
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This dialog box appears. 


| Find \ Press 6F 1 Cancel \ Press <ESC> 


=> Press the <3 and F keys or click on the FIND 
button. 

The next occurrence of the word phoenix is highlighted in your 
text This is helpful when you have several occurrences of your 
specific text to locate, and you want to find the word in a 
particular area. This acts as a "Find Again" option. 

=» Press the Esc key or click on the Cancel 
button. 

The Find option is canceled and the last occurrence of the 
specified word that was found remains highlighted 


Editing A 
Business Letter 


Now let's try out the different editing features that you have 
learned by creating and editing a business letter. 

=> Clear your screen of all text. 

Make sure your ruler is showing at the top of the screen. 

=> Press the Tab key seven times. 

The cursor is now tabbed over to the seventh tab position. 
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=> Type in the following text. Press the Return 
key at the end of each line and the Tab key 
seven times at the beginning of each line. 

James N. Fussell 
6001 Glenheath 
Houston, Texas 77081 
March 15, 1986 

=> Press the Return key twice. 

=> Type the following text. Press Return at the 
end of each line. 

Ms. Penny Smith 
7654 Bowie Dr. 

Dallas, TX 75074 

=> Press Return once. 

=> Choose Insert Ruler from the Format Menu or 
press C5Y. 

A second ruler is inserted into your text 

=> Choose the double line spacing option. 

=> Position the cursor beneath the ruler and type 
the following text. 

I look forward to seeing you at the board meeting in Dallas, 
Texas. I will bring the project pruspectis and estimated 
timelines. I will also bring the job descriptions that we 
are most anxious to fill. 
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My plane arrives in Dallas on March 29 at 6:00 p.m. I expect 
to arrive at the Turtle Creek Inn about 6:30. You can reach me 
at my hotel room if the need arises. 

Sincerely yours, 

James N. Fussell 

=> Scroll up to the beginning of the first 
paragraph. 

We forgot to include a salutation. 

=> Insert the cursor before the first paragraph and 
type the following text. 

Dear Penny, 


Now, after the letter is written, we realize that maybe pruspectis 
is misspelled. First let's search for it 

=» Place the cursor at the beginning of your text. 

=> Choose Find from the Search Menu. 

=> Type the word pruspectis in the FIND input bar 
and press the <3 and F keys or click on the 
FIND button. 

The word pruspectis is highlighted in your text. 

Now, taking a good look at this word and checking a 
dictionary, we realize that it is indeed misspelled. So let's type 
it again. 
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=> Press the Delete key to erase the word 
pruspectis. 

=> Type the word prospectus. 

The correct spelling of the word replaces the misspelled word. 

Now let's indent the first line of both paragraphs. 

=> Using either the cursor or the pointer, move the 
indentation marker to the 1 1/2 " mark on the 
ruler inch scale. 

=* Bring the cursor or I-beam down into your text. 

The first line of each paragraph indents, and both paragraphs 
adjust accordingly. 

You’re ready to print!! 

If your Apple is connected to a printer, do the following. 

=» Choose Print from the File Menu or press C5P. 

This dialog box appears. 


Printer Setnp 


rPM^Tfc ; 


Interface Card 

|| Inageurlter 

u 

■ 


| Super serial or Apple lit Port I 1 

Epsen FX 

Epsen NX er IX 

Star Hierenies 

OkUata 192/193 

Okidata 92/93 
kppic sir 

□ 


Apple 11 parallel 

Crappler ♦ 

Sranse interface, Crappler 
Practical Peripherals-parallel 
Practical Peripkerals-serial 
Videx Bniprint 

fritter slet> Q 2 3 

4 9 S 7 Press 6<slet tenter) 

1 Stere 1 Press 6S 


1 Cancel | Press (ESC) 


I 

I 

■ 
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Since you have not printed before, the Printer Setup dialog box 
appears, to allow you to specify which printer and interface card 
you're using. When you tell MultiScribe which printer and 
interface card you're using, this information is stored on disk, 
so that you don't have to provide these hardware specifications 
every time you choose the Print command. 

Once you've provided these specifications to MultiScribe, the 
Printer Setup dialog box no longer appears when you choose 
Print. To change your hardware configuration after you've 
provided MultiScribe with this Printer Setup information, you'll 
choose the Printer Setup command from the <3 Menu. 


=> Using the pointer or the arrow keys, scroll the 
list in the Printer scroll window. 


NOTE: The word Printer on the left scroll window is 
highlighted, indicating that that scroll window is active. Use 

the T and i keys to scroll the different printers until you find 
your printer. 

=> Find your printer on the list and highlight it, 
either with the pointer or with the arrow keys. 

=» Using the pointer or the arrow keys, scroll the 
Interface Card scroll window. 




NOTE: Press the -* key to highlight the words Interface 

Card on the scroll window to the right Then use the T and 
keys to highlight the different interface cards until you find 
your interface card. 


1 

J 


=> Using the pointer or the arrow keys, find your 
printer interface card on the list and highlight 
it. 
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=> Click on the slot number in which your printer 
card is installed, or simultaneously press the <3 
key and the number key representing the slot 
number in which your printer card is installed. 


r 


% 


NOTE: MultiScribe allows you to have up to seven printer 
cards installed at one time. MultiScribe also allows you to 
have your printer card in any of the seven slots located inside 
your Apple. Slot numbers for all expansion slots containing 
printer cards appear in normal print on the screen. The rest of 
the slot numbers are dimmed. JJ 


=*> Click on the Store button or press (3S. 

This stores your printer and interface card on your 
MultiScribe disk, so that the next time you print, you won't 
have to specify your printer and interface card again. 


A different dialog box now appears. This Print dialog box, 
shown below, will appear from now on whenever you choose 
the Print command from the File Menu. 


Star Hicronies 

Apple II parallel 

Quality: OHigh 

flStandard □ Draft uText 

I Nuaber pages? BHo DTop DBottoi 

| Copies=|l | Paper feed* BContinuous QCut Sheet 

Page range : BA11 

□ Fron=| | To*£ 

f Print | Press 6P 

1 Cancel I Press <ESC> 
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This dialog box contains several printing options. 

♦ Quality 

• High — Print is darkest and sharpest. 

• Standard -- Print is normal dot matrix graphics print. 

• Draft — Print is light and quickly printed. 

• Text — One font, one size only; fastest print mode. 

♦ Number Pages? 

• No — Tells MultiScribe that you do not want to 
number pages. 

• Top — Tells MultiScribe that you want to number 
the pages at the top right comer of the page. 

• Bottom — Tells MultiScribe that you want to 
number the pages at the bottom center of the page. 

♦ Copies ~ Allows you to print multiple copies of your 

document 

♦ Paper Feed 

• Continous — Use this option when you’re using 
tractor feed computer paper. 

• Cut Sheet — Use this option when you’re using single¬ 
sheet paper, i.e., letterhead or other special stationery. 

♦ Page Range 

• All ~ Prints every page of a document. 

• From-To — Prints specified pages only. For example, 
if you have a long document, you can specify that 
only pages 3 to 5 be printed. 


i^OTE: In order to select these options, use the mouse pointer^ 

I or the arrow keys in conjunction with the Return key. In other 
I words, select these options the same way you would select any 
pother MultiScribe option. 
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=> Select High quality print. 

=> Select No for Numbering Pages. 

=> Specify 2 copies. 

=> Select Continuous or Cut-sheet paper feed, 
depending on whether you're using sheet¬ 
feed or tractor-feed with your printer. 

=> Select All for paper range. 

=> Click on the Print button or press C5P to 
print the letter. 

The business letter is printed twice. 


Congratulations! You've learned how to use MultiScribe to perform 
baste word processing tasks. 

step-by-step instructions on performing each of 
me MuldScnbe tasks, see me next chapter, "Using MultiScribe." 
rior details about specific MultiScribe commands, see Chapter 4 
"MultiScribe Reference." 


i 
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CHAPTER 3: USING MULTISCRIBE 


In Chapters 1 and 2, you learned the basic elements of MultiScribe: how to 
start up the program, the MultiScribe environment, how to enter, edit, and 
format text This chapter provides detailed instructions for each of the tasks 
covered in the first two chapters, and for other tasks as well. 

This chapter consists of four parts: the first part reviews the basic mouse, 
keyboard, and scrolling techniques you'll need to get around in the 
document window. The second section. Editing Text , discusses how to 
enter, insert, delete, move, and copy text The third part. Formatting Text , 
explains how to use rulers and commands such as Insert Page Break to 
format text In the last section. Working With Documents , you’ll learn how 
to save documents as files on your disk, how to open documents by reading 
them from disk, and how to use the print commands to produce printed 
copies of your documents. 




Mouse and Keyboard Mouse: 
A Review 


Review of Keyboard Mouse 
Activating The Menu Bar - 

=> Press the Esc key. 

The last menu from which a command 
was chosen is pulled down, indicating 
that the menu bar is active. 


Pulling Down A Specific Menu 

=> Press the <- or -> key to 
choose a menu. 

The <— key pulls down the menu to 
the immediate left of the currently 
selected menu, while the —> key pulls 
down the menu to the immediate right 
of the currently selected menu. 




Choosing A Command — 

1. Press the T or i key to 
select a command. 

A command is selected when it is 
highlighted. 

2. Press the Return key to 
perform the command. 

The command is executed. 
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Review of Mouse Techniques 
Clicking - 


1. Position the pointer on the 
place in text or on the 
option you want to choose. 

2. Press and quickly release 
the mouse button. 



Pressing - 

1. Position the pointer. 

2. Press and hold down the 
mouse button without 
moving the mouse. 


Dragging - 

1. Position the pointer. 

2. Press and hold down the 
mouse button while moving 
the mouse. 

3. Release the mouse button. 
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Scrolling 


To Scroll Text Up 


To Scroll Text Down 


When you scroll a 
document, you move it up 
and down in the document 
window. This allows you 
to display any part of the 
document 

Think of the elevator box as 
representing the document 
window and the length of 
the scroll bar as 
representing the entire 
document. As you move 
the elevator down or up, 
you’re in effect ’’opening” 
the document window on 
that part of your document 
represented by the scroll 
bar. 

The number in the elevator 
box represents the number 
of the page currently in the 
document window. If two 
pages are displayed in the 
document window at the 
same time, the number in 
the elevator box is the 
number of the page 
occupying the top line of 
the document window. 


=> If you're using a 
mouse , click on the 
up scroll arrow on 
the top of the scroll 
bar. 

=> If you're using 
keyboard controls , 
press the T key until 
the insertion point is 
on the top line. 

Press the T key 
again and the 
screen scrolls up. 

Your text scrolls up. 

The elevator moves up in 
the scroll bar to indicate 
your new position in the 
document 


=> If you're using a 
mouse , click on the 
down scroll arrow 
on the bottom of the 
scroll bar. 

=> If you're using 
keyboard controls , 
press the 1 key until 
the insertion point is 
on the bottom 
line.Press the i key 
again and the 
screen scrolls down. 

Your text scrolls down. 

The elevator moves down 
in the scroll bar to indicate 
your new place in the 
document 
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To Scroll Up One 
Window 

=> Press C5<- 

Your text scrolls up one 
window. 

The elevator moves up in 
the scroll bar to indicate 
your new position in the 
document 


To Scroll Down One 
Window 

=> Press C5>. 

Your text scrolls down one 
window. 

The elevator moves down 
in the scroll bar to indicate 
your new position in the 
document. 
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Getting Around In The 
Document Window 

MultiScribe offers you a 
number of ways to move 
about in the Document 
Window: using the scroll bar, 
using the (31-9 keys, and 
using the Goto 
Page # command. 


To Go To A Particular 
Place In your 
Document 

Using the Scroll Bar 


=> If you're using a 
mouse , click on the 
place inside the scroll 
bar that approximates 
the place in your 
document where you 
want to move the 
insertion point. 

The elevator moves to the 
place in the scroll bar where 
you clicked. If you’ve moved 
to a new page, the new page 
number will be displayed in 
the elevator. 

Think of the elevator as 
representing the document 
window. By clicking in the 
scroll bar, you're in effect 
moving the document window 
to the place in the document 
represented by the new 
relative position of the 
elevator in the scroll bar. 


Using the Keyboard 
Controls 

=> If you're using 
keyboard controls, 
press the (3 key in 
combination with any 
number key from 1 to 
9 . 

The insertion point moves to 
the position in the document 
represented by the number 
you press. The elevator is 
repositioned in the scroll bar 
accordingly. 

If you press (3l, the insertion 
point moves to the beginning 
of the document; press (35 
and it moves to the middle; 
(39 takes you to the end. 

Think of the (3-number key 
combinations as "floors" at 
which the elevator stops in the 
scroll bar. As the elevator is 
repositioned, so is the 
document window. 
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To Go to a Specific 
Page in Your 
Document 

=> Choose Go To 
Page # from the 
Search Menu or 
press (3G. 

A dialog box appears. The 
dialog box contains an 
input bar for entering the 
number of the page to 
which you want to move 
the insertion pont, as well 
as buttons for confirming 
(OK) or canceling (Cancel) 
the operation. 

The input bar contains the 
number of the page 
currendy in the document 
window. 

=* Enter the number 
of the page to which 
you want to move 
the insertion point in 
the input bar. If 
necessary, use the 
Delete key to delete 
the old page number 
and type a new 
page number. 


=> Click OK or press 
Return. 

The insertion point moves 
to the specified page 
number. 

If you enter a number 
greater than the total 
number of pages in the 
document, the insertion 
point moves to the last page 
m the document. If you 
leave the current page 
number value in die input 
bar and click OK or press 
Return, the insertion point 
moves to the beginning of 
the first line on the page, 
which becomes the first line 
in the document window. 
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Editing Text 
Entering Text 


In MultiScribe, text 
consists of one or 
more characters. A 
character is anything 
typed into a 
document with a 
character key. 
Character keys 
include letters, 
numbers, special 
characters, 
punctuation marks, 
the Tab key, the 
space bar, and the 
Return key. 

You enter text in the 
document window 
simply by typing. As 
you press the 
number, letter, and 
special character keys 
on the keyboard, the 
characters 

represented by those 
keys are displayed in 
the document 
window. 


You enter text by 
typing at the 
insertion point, 
the blinking vertical 
bar which marks 
where characters 
appear as you type. 
As text is entered, the 
insertion point moves 
in front of it 

When the insertion 
point reaches the 
right margin, the 
word you're typing 
and the insertion 
point move 
automatically to the 
beginning of the next 
line. This is called 
word 

wraparound. 

Pressing a letter and 
the Shift key 
simultaneously 
causes the uppercase 
letter to appear in the 
document window. 
Pressing any other 
character key and the 
Shift key 
simultaneously 
causes the top 
character on the key 
to be displayed in the 
document window. 


To Enter Text 


=> Enter text by 
typing at the 
insertion point. 

As you type, the 
character associated 
with each key you 
press appears at the 
insertion point and 
the insertion point 
moves forward one 
character space. 

When you reach the 
right margin, the 
insertion point and 
the word you're 
typing wrap around 
to the start of the next 
line. 
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To Delete Text 


=> Press the 
Delete key to 
remove 
characters. 


When you press 
Delete the character to 
the left of the 
insertion point is 
removed and the 
insertion point moves 
one space backward. 

When the number of 
characters to the left 
of the insertion point 
equals the number of 
spaces available for 
characters at the end 
of the line above, the 
remaining characters 
on the line and the 
insertion point word 
wrap up to the end of 
the line above. 


To Enter a 
Carriage Return 

=> Press the 
Return key to 
enter a carriage 
return. 


A carriage return is 
placed in your text at 
the insertion point 
The insertion point 
moves to the 
beginning of the next 
line. 

Youll press Return 
to start a new line, to 
start a new 
paragraph, and to 
skip lines. To skip a 
line, press Return 
twice. 


To Enter Tab 
Stops 

=> Press the 
Tab key to tab 
over to the next 
tab stop. 


The insertion point is 
moved to the location 
of the next tab stop 
on the current line. 
Tab stops are set on 
the preceding ruler. 
(See "Using Rulers" 
under "Formatting 
Text") 
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Inserting 


Inserting is an important 
element of any word 
processing program. This 
is especially true of 
MultiScribe. In 
MultiScribe, you insert not 
only text but also page 
breaks and rulers. 

Before you insert, you 
position the insertion point 
— represented by the 
blinking vertical bar, or 
cursor -- at the place in the 
document where you want 
to insert. 


To Set the Insertion 
Point 

=> If you're using a 
mouse, position the 
I-beam pointer on 
the document where 
you want to place 
the insertion point. 
Click the mouse 
button. 


The insertion point moves 
to the place in text where 
you clicked. 

=> If you're using 
keyboard controls, 
use the «-,T,i, and 
—> keys to move the 
insertion point to the 
desired place in 
text. 


To Insert Text 


=> Set the insertion 
point where you 
want to enter text. 

=> Type the new 
text. 


Any text following the 
insertion point moves to the 
right and down, to make 
space for the new text 
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To Insert a Carriage 
Return 

=> Set the insertion 
point where you 
want to place the 
carriage return. 

=> Press Return. 


To insert a blank line, press 
Return once if the Insertion 
Point is at the beginning or 
end of a paragraph, twice if 
it’s in the middle of a 
paragrah. 


To Insert a Page Break 


=> Set the insertion 
point where you 
want a new page. 

=> Choose Insert 
Page Break from the 
Format Menu or 
press C5-. 


The text following the 
insertion point is moved to 
the start of a new page, 
along with the insertion 
point The screen scrolls 
down to display the first 
line of the new page on the 
top line of the screen. 


All pages following the 
new page are renumbered 
accordingly. 


To Insert a Ruler 


=» Set the insertion 
point. 

=> Choose Insert 
Ruler from the 
Format Menu or 
press C3Y. 


A new ruler is placed in the 
document at the insertion 
point. The insertion point 
and any text following it 
move below the new ruler. 


The new ruler is a copy of 
the preceding ruler. For 
more information on rulers, 
see ’’Formatting Text.” 
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Selecting 


In MultiScribe, most text 
editing tasks require that 
something — text, a page 
break, a ruler — be selected 
before that task can be 
performed. The selection 
then becomes the object of 
the action of the task. For 
example, when something 
is selected, it can be cut, 
copied, replaced, or 
deleted; selected text can be 
changed to a different size 
or style or font 

When something is 
selected, it appears 
highlighted, which 
means that it is displayed in 
inverse video from the rest 
of the document 


To Select Text 

=> Set the insertion 
point at either the 
beginning or ending 
of the text you want 
to select. 

=» If you’re using a 
mouse , drag in the 
direction of the text 
you want to select. 


Text is selected in the 
direction you drag. If you 
drag vertically in either 
direction, text is selected 
one line at a time. If you 
drag horizontally in either 
direction, text is selected 
one character at a time. If 
you drag diagonally in 
either direction, text is 
selected a line at a time with 
vertical movement and a 
character at a time with 
horizontal movement 

If you drag beyond the top 
or bottom of the document 
window, the document 
continues to scroll until 
you're finished making the 
selection. 


To cancel a selection in 
progress, drag the insertion 
point back to the place 
where you began the 
selection, or click 
elsewhere in text to 
reposition the insertion 
point. A selection is 
canceled when no text is 
highlighted. 

=> If you’re using 
keyboard controls , 
hold down the (5 key 
and press the arrow 
key which 
represents the 
direction of the text 
you want to select. 

The and —» keys select 
one character at a time; the 
T and >1 keys select a line 
at at time. 

If you select beyond the top 
or bottom of the document 
window, the document 
scrolls until you’re finished 
making the selection. 

To cancel a selection in 
progress, use the arrow 
keys to move the insertion 
point back to the point 
where you began the 
selection. A selection is 
canceled when no text is 
highlighted. 
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To Select a Ruler 

^ Set the 
insertion point 
at the left 
margin on the 
line below the 
ruler 

OR 

to the right of 
all text on the 
line above the 
ruler. 


The first ruler in a 
document cannot be 
selected. If rulers are 
hidden, they 'll 
appear as a line of 
inverse video when 
selected. 

=> If you're 
using a mouse, 
drag diagonally 
across the ruler 
to the margin 
on the side of 
the document 
window 
opposite the 
place where 
you began the 
selection. 


To select text and a 
ruler or rulers, just 
select any ruler in the 
document along with 
the text and continue 
dragging until the 
desired rulers and 
text are selected. 


=> If you're 
using keyboard 
controls, press 
3 if the 
insertion point 
is to the right of 
text above the 
ruler 

OR 

press 3 4 - if the 
insertion point 
is at the left 
margin below 
the ruler. 

To select text and a 
ruler or rulers, hold 
the 3 key down and 

use the t and i keys 
to select any rulers in 
the document along 
with the desired text. 


To Select a Page 
Break 

=> Set the 
insertion point 
at the left 
margin on the 
line below the 
page break 

OR 

to the right of 
all text on the 
line above the 
page break. 


=> If you're 
using a mouse, 
drag diagonally 
across the page 
break to the 
margin on the 
side of the 
document 
window 
opposite the 
place where 
you began the 
selection. 


To select text and a 
page break or page 
breaks, just select the 
page break(s) along 
with the text and 
continue dragging 
until the desired 
page breaks and text 
are selected. 


=> If you're 
using keyboard 
controls, press 
<3 -» if the 
insertion point 
is to the right of 
text above the 
page break 

OR 

press 3 4- if the 
insertion point 
is at the left 
margin below 
the page break. 

To select text and a 
page break or page 
breaks, hold the 3 
key down and use the 
T and i keys to select 
any page breaks in 
the document along 
with the desired text. 
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Deleting 


Anything in a 
document that can be 
selected can be 
deleted. 


To Delete with the 
Cut Command 

=> Select the 
material - text, 
ruler(s), page 
break(s) — to be 
deleted. 

=> Choose Cut 
from the Edit 
Menu or press 
C5X. 


The selection is 
deleted from the 
document and stored 
on the Clipboard, 
where it will remain 
until another cut or 
copy is performed. 


To Delete with the 
Delete Key 

=> Select the 
material — text, 
ruler(s), page 
break(s) - to be 
deleted and 
press Delete. 


The selected material 
is permanently 
deleted from the 
document 


To delete one 
character at a time, 
set the insertion point 
at the desired location 
in the document and 
press Delete until all 
undesired characters 
are deleted. 


To Delete a 
Carriage Return 

=> Set the 
insertion point 
at the left 
margin of the 
line below the 
carriage return 
you wish to 
delete. 

=> Press 
Delete. 


The carriage return is 
deleted and text 
following the 
insertion point word 
wraps up 
accordingly. 
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Moving 


To Move Within a Document 


You can move 
anything in a 
document that 
you can select 


1. Select the material - text, rulers, page breaks 
- to be moved. 

2. Choose Cut from the Edit Menu or press (3X. 


The selection is deleted from the document and stored on the 
Clipboard, where it will remain until the next Cut or Copy. 

3. Set the Insertion Point at the place in the 
document where you want to insert the 
material now stored in the Clipboard. 

4. Choose Paste from the Edit Menu or press 
(5V. 


A copy of the contents of the Clipboard is placed in the 
document following the insertion point 

If a ruler is moved to a new place in the document using Cut 
and Paste, text between the newly inserted ruler and the next 
ruler is reformatted accordingly. 

If a page break is moved to a new place in the document using 
Cut and Paste, all pages in the document are reformatted and 
renumbered accordingly. 
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To Move Between MultiScribe Documents 


1. Select the material - text, rulers, page breaks 
- to be moved. 

2. Choose Cut from the Edit Menu or press (3X. 

The selection is deleted from the document and stored on the 
Clipboard, where it will remain until the next cut or copy. 

3. Save the current document, if you wish. 

4. Open the document to which you want to move 
the Clipboard material using either the New 
command (<3N) or the Open command (C5J), 
both of which are on the File Menu. 

5. Set the insertion point to the place in the new 
document where you want to put the Clipboard 
material. 

6. Choose Paste from the Edit Menu or press C5V. 

A copy of the contents of the Clipboard is placed in the 
document following the insertion point 

If a ruler is moved into a new document, text between the newly 
inserted ruler and the next ruler in the document is reformatted 
accordingly. 

If a page break is moved to a new document, the pages in the 
new document are reformatted and renumbered accordingly. 
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Copying 

You can copy 
anything in a 
document that 
you can select 

Copying works much 
like Cut, except that 
the material copied to 
the Clipboard remains 
unaffected by the 
operation. 


Copying Within a Document 

1. Select the material ~ text, rulers, page breaks 

- to be copied. 

2. Choose Copy from the Edit Menu or press C5C. 


A copy of the selection is stored on the Clipboard, where it will 
remain until the next cut or copy. 

The selection itself is unaffected. 

3. Set the insertion point at the place in the 

document where you want to put the copied 
material. 

4. Choose Paste from the Edit Menu or press (3V. 

A copy of the contents of the Clipboard is placed in the 
document following the insertion point 

If a ruler is copied to a new place in the document, the text 
between the copied ruler and the next ruler is reformatted 
accordingly. 

If a page break is copied to a new place in the document, all the 
pages in the document are reformatted and renumbered 
accordingly. 
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Copying Between MultiScribe Documents 

1. Select the material - text, rulers, page breaks 
- to be copied. 

2. Choose Copy from the Edit Menu or press CSC. 

A copy of the selection is stored on the Clipboard, where it will 
remain until the next cut or copy. 

The selection itself is unaffected. 

3. Save the current document, if you wish. 

4. Open the document to which you want to copy 
the Clipboard material using either the New 
command (C$N) or the Open command (CSJ), 
both of which may be found on the File Menu. 

5. Set the insertion point at the place in the new 
document where you want to put the Clipboard 
material. 

6. Choose Paste from the Edit Menu or press CSV. 

A copy of the contents of the Clipboard is placed in the 
document following the insertion point 

If a ruler is moved to a new document text between the new 
ruler and the next ruler in the document is reformatted 
accordingly. 

If a page break is copied to a new document the pages in the 
new document are reformatted and renumbered accordingly. 
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Replacing 

You can replace 
anything in a 
document that 
you can select 


To Replace a 
Selection With 
Text 

=* Select 
the material 
- text, 
rulers, page 
breaks -- to 
be 

replaced. 

=> Press 

Delete 

once. 

=> Enter 
new text. 


To Replace a 
Selection with 
the Contents 
of the 
Clipboard 

=> Select 
the material 
to be 
replaced. 

=>Choose 
Paste from 
the Edit 
Menu or 
press C5V. 


A copy of the 
contents of the 
Clipboard 
replaces the 
selection. 


To Replace a 
Selection with 
a Ruler 

=> Select 
the material 
to be 
replaced. 

=* Choose 
Insert Ruler 
from the 
Format 
Menu or 
press <3Y. 


A copy of the 
ruler 

immediately 
preceding the 
insertion point 
replaces the 
selection. 


To Replace a 
Selection with 
a Page Break 

=> Select 
the material 
to be 
replaced. 

=> Choose 
Insert Page 
Break from 
the Format 
Menu or 
press <3-. 

A page break 

replaces the 

selection, 

reformatting and 

renumbering 

subsequent 

pages 

accordingly. 
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Finding Text 

The Find command 
lets you search for 
some or all of the 
occurrences of a 
word or phrase from 
the insertion point to 
the end of the 
document As each 
occurrence of the 
specified text is 
located, it is selected 
so that it can be 
deleted, copied, 
moved, or modified. 

You can specify 
whether you want to 
search for a whole 
word — a word 
distinct from the text 
around it -- or just a 
part of a word. You 
can also tell 
MultiScribe whether 
or not you want the 
search to be sensitive 
to differences in 
uppercase and 
lowercase. 


1. Set the 
insertion point 
at the place in 
your document 
where you want 
to start the 
search. 

The search will be 
made from the 
insertion point to the 
end of the document 


2. Choose Find 
from the Search 
menu. 

A dialog box 
appears. 

The Find dialog box 
contains an input bar 
for the text you want 
to locate, settings for 
Whole Word/Partial 
Word and 
Case/Ignore Case, 
and buttons for Find 
and Cancel. 


3. Type in the 
input bar the 
characters, 
word, or words 
you want to 
locate in the 
text. 

The input bar 
contains the last text 
you searched for 
followed by the 
insertion point. If 
you have not yet 
searched for text, the 
input bar is empty 
except for the 
insertion point. 
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4, Choose 
whether you 
want to search 
on Whole or 
Partial Word 
and whether 
you want the 
search to be 
case-sensitive 
or to ignore 
case. 

To select Whole 
Word/Partial Word 
and Case/Ignore Case 
settings: 

• If you're using 
a mouse , click 
on the box 
beside the 
desired setting. 

• If you're using 
keyboard 
controls , press 
the i and T 
keys to move 
back and forth 
from the input 
bar to the 
option lines. 


Use the <- and 
-> keys to move 
from setting to 
setting on an 
option line. 

When a setting 
is selected, it 
flashes. Press 
Return to 
choose the 
setting. 

If you choose Whole 
Word, MultiScribe 
looks for the next 
occurrence after the 
insertion point of the 
specified text as a 
distinct word. In 
MultiScribe, a 
distinct word is any 
group of alphabetic 
characters separated 
from other alphabetic 
text by spaces, 
numbers, punctuation 
characters or other 
special characters. 

If you choose Partial 
Word, MultiScribe 
looks for the next 
occurence after the 
insertion point of the 
specified characters, 
whether they 
constitute a distinct 
word or are part of a 
larger word. 


If you choose Case, 
the search is case- 
sensitive, which 
means that 
MultiScribe is 
looking for text that 
matches the specified 
characters exactly 
— including whether 
the specified 
characters are 
uppercase or 
lowercase. 

If you choose Ignore 
Case, MultiScribe 
looks for text that 
matches the specified 
text except with 
regard to case. 


5. Click on the 
Find button or 
press C5F. 

MultiScribe finds the 
next instance of the 
specified text in the 
document after the 
insertion point, and 
highlights it. The 
text is now selected, 
and you can edit it. 

At the same time, a 
dialog box appears. 
The dialog box 
contains two buttons 
— one for Find and 
one for Cancel. 

If you choose Cancel 
by clicking on the 
Cancel button or 
pressing Esc, the 
operation is canceled 
and the last match 
remains selected. 

If you choose find by 
clicking on the Find 
button or pressing 
C3F, MultiScribe 
looks for the next 
occurrence of the 
specified text in the 
document If it finds 
another match, it 
highlights the new 
match. If it doesn’t, 
a dialog box appears 
to tell you that no 
match was found. 
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Finding and 
Replacing Text 

The Replace 
command lets you 
fmd some or all of 
the occurrences of a 
specified group of 
characters from the 
insertion point to the 
end of the document 
Each time you find an 
occurrence of the 
specified text, you're 
given the opportunity 
of replacing it, 
continuing the search 
for the next 
occurrence of the 
specified text, or 
stopping the 
operation. 

As with the Find 
command, you can 
specify whether you 
want to search for a 
whole word or just 
part of a word, and 
whether or not you 
want the search to be 
case-sensitive. 


1. Set the 
insertion point 
at the place in 
text where you 
want to start the 
search. 

The search will be 
made from the 
insertion point to the 
end of the document 

If no instances of the 
specified text are 
found, a dialog box 
appears to tell you 
that a match wasn’t 
found. 


2. Choose 
Replace from 
the Search 
Menu. 


A dialog box 
appears. 

The Replace dialog 
box contains input 
bars for the text you 
want to find and the 
text with which you 
want to replace it, as 
well as settings for 
Whole Word/Partial 
Word and 

Case/Ignore Case and 
buttons for Find and 
Cancel. 


3. Type in the 
Find input bar 
the characters, 
word, or words 
you want to 
replace. 

The Find input bar 
contains the last text 
you searched for with 
either the Find or 
Replace commands, 
followed by the 
insertion point. 


1 1 

1-—-1 

Find* | disc 


Z 

Replace with-l diskette 


Z 

□Uhole Uord 
□Case 

OPart iai Uord 
a Ignore Case 


I Find | Press 6F 

| Cancel k Press <ESC> 
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4. Type the 
replacement 
text in the 
Replace With 
input bar. 

The Replace With 
input bar contains the 
last replacement text 
you entered, 
followed by the 
insertion point. 

To move from the 
Find input bar to the 
Replace With input 
bar: 

• If you're using 
a mouse, click 
on the Replace 
With input bar. 

• If you're using 
keyboard 
controls , press 
the i key. 


5. Choose 
whether you 
want to search 
on Whole or 
Partial Word 
and whether 
you want the 
search to be 
case-sensitive 
or to ignore 
case. 

To select Whole 
Word/Partial Word 
and Case/Ignore Case 
settings: 

• If you're using 
a mouse , click 
on the box 
beside the 
desired setting. 

• If you're using 
keyboard 
controls, press 
the 1 and T 
keys to move 
back and forth 
between the 
input bar and 
option lines. 


Use the <— and —» 
keys to move from 
setting to setting on 
an option line. When 
a setting is selected, it 
flashes. Press 
Return to choose the 
setting. 

If you choose Whole 
Word, MuldScribe 
looks for the next 
occurence after the 
insertion point of the 
specified text as a 
distinct word. In 
MuldScribe, a 
distinct word is any 
group of alphabetic 
characters separated 
from other alphabetic 
text by spaces, 
numbers, punctuation 
characters or other 
special characters. 

If you choose Partial 
Word, MultiScribe 
looks for the next 
occurence after the 
insertion point of the 
specificed characters, 
whether they 
constitute a distinct 
word or are part of a 
larger word. 


If you choose Case, 
the search is case- 
sensitive, which 
means that 
MultiScribe is 
looking for text that 
matches the specified 
characters exactly 
— including whether 
the specified 
characters are 
uppercase or 
lowercase. 

If you choose Ignore 
Case, MultiScribe 
looks for text that 
matches the specified 
text except with 
regard to case. 
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6. Click on the 
Find button or 
press C5F. 


MultiScribe finds the 
next instance of the 
specified text in the 
document and 
highlights it 

The text is now 
selected and you can 
edit it as you would 
any selected text 

At the same time, a 
dialog box appears. 
The dialog box 
contains five buttons 
— Find Next; 
Replace; Replace, 
Find Next; Replace 
All; and Cancel. 

If you choose Cancel 
by clicking on the 
Cancel button or 
pressing Esc, the 
operation is canceled 
and the last match 
remains selected. 


If you choose Find 
by clicking on the 
Find button or 
pressing C3F, 
MultiScribe looks for 
the next occurrence 
of the specified text 
in the document 
without making a 
replacement. If it 
finds another match, 
it highlights the new 
match. If it doesn't, 
a dialog box appears 
to tell you that no 
match was found. 

If you choose 
Replace by clicking 
on the Replace button 
or pressing C5R, the 
specified text is 
changed to the 
replacement text. 


If you choose 
Replace, Find Next 
by clicking on the 
Replace, Find Next 
button or pressing 
(5N, the specified 
text is changed to the 
replacement text and 
the next occurence of 
the specified text is 
located and 
highlighted 


If you choose 
Replace All by 
clicking on the 
Replace All button or 
pressing (5A, all 
occurrences of the 
specified text in the 
document are 
changed to the 
replacement text 


If you choose Cancel 
by clicking on the 
Cancel button or 
pressing Esc, the 
operation is canceled. 


I 
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Changing the Style of 
Text 


The Style Menu provides 
several styles with which you 
can change the appearance of 
your text 

Once you set the insertion 
point or once you've selected 
the text you want to change, 
you can change the style by 
choosing one of the styles 
from the Style Menu. Styles 
can be combined, as well. 
With the exceptions of 
subscript/superscript and 
uppercase/lowercase, which 
are mutually exclusive, any 
two or more styles can be 
combined for a variety of 
stylistic effects. 

Unless you change the style 
before typing, text entered or 
inserted at the insertion point 
is in the style of the character 
immediately preceding it. 

For more information about 
styles, see "Style Menu" in 
"MultiScribe Reference." 


1. Select the text you 
want to change or set 
the insertion point 
where you want to 
enter or insert text of 
a particular style. 


2. Choose a style 
from the Style Menu 
or press the keyboard 
equivalent for that 
style. 

The Uppercase and lowercase 
styles have no keyboard 
equivalents and must be 
chosen from the Style Menu. 
Also, unlike the other styles, 
uppercase and lowercase 
cannot be chosen unless a 
selection has been made. To 
enter uppercase and lowercase 
text at the insertion point, use 
the Shift and Caps Lock keys. 

The selected text changes to 
the new style and remains 
highlighted. A check mark 
(V) appears on the Style 
Menu to the left side of the 
style you’ve chosen. 
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To Combine Styles 

=> Select the text 
you want to change. 

=» Choose a style 
from the Style Menu 
or press the (3 
keyboard equivalent 
for that style. 

The text changes and 
remains highlighted. 

=> Choose the 
second style from 
the Style Menu or 
press the (5 
keyboard equivalent 
for that style. 

The text changes to a 
combination of the two 
styles and remains 
highlighted. 

You can continue to 
combine styles in this 
fashion. 

The subscript and 
superscript styles cannot be 
combined as they are 
mutually exclusive. The 
same is also true of 
uppercase and lowercase. 


To Deselect a Style 


=» Select the text 
you want to change, 
or set the insertion 
point where you 
want to enter or 
insert text in a new 
style. 

=* Choose the 
checked style on the 
menu. 


The check mark is removed 
from the Style Menu, and 
the style is removed from 
the selected text 

If styles have been 
combined - if the Style 
Menu contains more than 
one checked style — the 
styles cannot be deselected 
individually. You must 
deselect all styles, returning 
the selection to Plain text. 


To Deselect All 
Styles 

=> Select the text 
you want to change, 
or set the insertion 
point where you 
want to enter or 
insert plain text. 

=> Choose Plain 
from the Style Menu 
or press C5T. 

All check marks are 
removed from the Style 
Menu and all styles are 
removed from the selected 
text. The selection remains 
highlighted. 
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Changing the Size 
of Text 

The Size Menu contains 
font scaling options for 
enlarging the size of a 
character from 1 to 3 times 
its base font size. 

For more information about 
sizes, see "Size Menu" in 
"MultiScribe Reference." 


1. Select the text 
you want to re-size, 
or set the insertion 
point where you 
want to enter text in 
a new size. 


2. Choose a size 
from the Size Menu. 

A check mark (V) appears 
in the Size Menu to die left 
of the size you've chosen. 
Selected text changes and 
remains highlighted. 
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Changing the Font 

The Font Menu displays the 
names of the fonts on your 
MultiScribe disk and allows 
you to choose fonts. 

Text entered at the insertion 
point is in the font of the 
text preceding it unless you 
change fonts before typing. 

For more information on 
fonts, see "Font Menu" in 
"MultiScribe Reference." 


1. Select the text 
you want to change 
to a new font, or set 
the insertion point 
where you want to 
enter text in a new 
font. 


2. Choose a font 
from the Font Menu. 

A check mark (V) appears 
on the Font Menu to the left 
of the font you've chosen. 
Selected text changes and 
remains highlighted. 
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Formatting Text 


You format text in MultiScribe using rulers. Once you’ve 
adjusted the settings on a ruler, all text following that ruler 
and up to the next ruler in the document is formatted 
according to your new specifications. If a ruler is the last or 
only ruler in a document, all text to the end of the document 
is formatted according to its settings. 

The first ruler at the top of a document has a preset format. 
This ruler cannot be selected, copied, deleted, or replaced, 
and is used to set the initial format for a document 

Two additional formatting commands let you change the 
page makeup of a document: Insert Page Break, which ends 
one page and begins another at the insertion point, and Set 
Page #, which changes the pagination of a document. 
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Using Rulers 


To Display Rulers 


To Insert a Ruler 


When you first start up 
MultiScribe, the document 
window is empty. There is 
no text, and no rulers are 
displayed. To put text in 
the document window, you 
type text or open a file; to 
display rulers, you’ll use 
the Show Rulers command. 

When you want to format 
text in a particular section 
of a document, you'll use 
the Insert Ruler command. 


=* Choose Show 
Rulers from the 
Format Menu or 
press C5M. 

Once rulers are displayed, 
their settings can be 
changed to format text in 
the document. 

When you’re finished 
formatting a document and 
want to conceal rulers in the 
document window, choose 
Hide Rulers from the 
Format Menu or press (ISM 
again. 


With the Insert Ruler 
Command 

=> Set the insertion 
point at the place in 
the document where 
you want to change 
the format of 
subsequent text. 

=> Choose Insert 
Ruler from the 
Format Menu or 
press C3Y. 

A ruler is placed in the text 
following the insertion 
point and the insertion point 
is moved to the left margin 
of the line below the ruler. 

The new ruler is a copy of 
the preceding one, and it 
will not change the format 
of the text following it until 
you adjust its settings. 
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To Insert A Ruler 

With the Paste 
Command 

=> Cut or Copy the 
ruler to be inserted 
to the Clipboard. 

(See "To Delete a 
Ruler with the Cut 
Command" and "To 
Copy a Ruler," 
immediately 
following.) 

=> Set the insertion 
point at the place in 
the document where 
you want the ruler 
inserted. 

=> Choose Paste 
from Edit Menu or 
press CSV. 

A copy of the ruler on the 
Clipboard is placed in the 
document following the 
insertion point and the 
insertion point is moved to 
the left margin of the line 
following the ruler. 


To Delete a Ruler 
With the Cut Command 


=> Select the ruler 
to be deleted. 

=> Choose Cut from 
the Edit Menu or 
press CSX. 

The selected ruler is cut 
from the document and 
stored on the Clipboard, 
where it will remain until 
another Cut or Copy is 
performed. 


With the Delete Key 

=> Select the ruler 
to be deleted. 

=> Press Delete. 


The selected ruler is 
permanently removed from 
the document 


To Copy a Ruler 


=> Select the ruler 
to be copied. 

=> Choose Copy 
from the Edit Menu 
or press CSC. 

The selected ruler is copied 
to the Clipboard. 

It can now be inserted into 
the document or into other 
documents using the Paste 
command. 
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Changing the Settings 
On a Ruler to Format 
Text 


Changing the settings on a ruler changes the format of all 
text following the ruler and up to the next ruler in the 
document, or to the end of the text, if it is the last ruler in 
the document No changes to the text are displayed in 
the document window until you move the mouse (if 
you’re using a mouse) or cursor (if you’re using 
keyboard controls) out of the ruler. 

The settings on a ruler are of two types: 

• settings you move on the inch scale to set the 
indentation marker, margin markers, and 
tabs; 

• settings located on the option line below the inch 
scale ~ line spacing and text justification 

— which you set by choosing option boxes. 

If you're using a mouse, you’ll change the ruler 
settings by clicking on the desired option boxes and 
moving the settings on the inch scale to the appropriate 
positions. 

If you're using keyboard controls, changing ruler 
settings is slightly more complex. In place of the mouse 
pointer, you’ll use the arrow keys and cursor to select 
options. 
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Using Rulers From the Keyboard 

1. Use the arrow keys to move the cursor into 
the ruler. 

The cursor selects and flashes the left margin marker. 

2. Press the <- and -> keys to move the 
cursor from marker to marker on the inch 
scale. 

The cursor selects and flashes each marker. 

3. To adjust markers on the inch scale: 

• select the marker you want to 
adjust; 

• press and hold down the 3 or 6 key; 

• move the marker to the right in small 
increments using the —> key and to 
the left in small increments using the 
<- key; 

• move the marker to the right in larger 
steps using the T key, and to the left 
in larger steps using the i key. 

4. Press the i key to move the cursor to the 
option line below the inch scale. 

5. Press the <- and -> keys to move the 
cursor from box to box on the option line. 

6. To choose settings on the option line, 
select a setting and press Return. 

7. Press the T key once or the i key twice to 
leave the ruler. 


To Change Margins 

=> If you're using a 
mouse, drag the left or 
right margin marker to 
the desired position 
on the inch scale. 

=* If you’re using 
keyboard controls, 
select the right or left 
margin marker, and 
use the 3 key and 
arrow keys to move 
the margin marker to 
the desired position 
on the inch scale. 

The left and right margin 
markers can be set no closer 
than within two inch marks of 
each other on the inch scale. 
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To Change 
Indentation 

=> If you're 
using a mouse, 
drag the 
indentation 
marker to the 
desired postion 
on the inch 
scale. 

=> If you're 
using keyboard 
controls, select 
the indentation 
marker and 
move it to the 
desired position 
on the inch 
scale with the <3 
and arrow keys. 


To Adjust Tabs 


=* If you're 
using a mouse, 
drag the tab to 
be set to the 
desired position 
on the inch 
scale. 

=>lf you're using 
keyboard 
controls, select 
the tab to be set 
and move it to 
the desired 
position on the 
inch scale 
using the (3 and 
arrow keys. 

A tab cannot be 
moved past another 
tab on the inch scale. 


To Change Line 
Spacing 

=> If you're 
using a mouse, 
click on the 
appropriate 
spacing option 
box. 

=> if you're 
using keyboard 
controls, select 
the appropriate 
spacing option 
box and press 
Return. 

Use the 0 line 
spacing option when 
you want to create 
characters that 
connect to one 
another — to create 
pictures with 
FontEditor, for 
example. 


To Change Text 
Justification 

=> If you're 
using a mouse, 
click on the 
appropriate 
Justify option 
box. 

=> If you're 
using keyboard 
controls, select 
the appropriate 
Justify option 
box and press 
Return. 

NOTE: Because of 
the length of time 
required to re-draw 
full-justified and 
centered screens, the 
effects of text 
justification are not 
displayed on the 
screen. Your printed 
copies of documents 
will, however, be 
fully justified 
according to the 
settings you specify. 
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Changing the Format As 
You Enter Text 

While working on a document, 
you may at times find you need to 
change the format and continue 
typing. 


1. Set the insertion point where you want 
to start a new format. 

2. Choose Insert Ruler from the Format 
Menu. 


A copy of the preceding ruler is placed in the 
document at the insertion point. The insertion point 
moves to the left margin on the line below the 
inserted ruler. 

3. Adjust the settings on the inserted 
ruler. 

See "Changing The Settings On A Ruler To Format 
Text" for instructions on changing margins, tabs, line 
spacing, and text justification. 

Your new settings remain in effect for all text 
following the inserted ruler until you insert a new 
ruler or reach the end of the document 

4. Continue entering text. 

To return to the previous format, you can: 

• delete the newly inserted ruler; 

• adjust the settings on the newly inserted ruler to 
match those of the preceding ruler; 

• Copy the preceding ruler, select the newly 

inserted ruler, and replace the new ruler using 
Paste. & 


103 CHANGING THE FORMAT AS YOU ENTER TEXT 




Changing the Format of 
Existing Text 

Rather than change the format of a 
document as you type, you may 
find it easier to create an entire 
document with one format and 
later reformat particular sections 
of the document. 

To change the format of a section 
of text without changing the 
format of the text which follows 
it, insert two rulers, one at the top 
of the section of text and one at 
the bottom. Change the settings 
on the top ruler while leaving the 
settings on the bottom ruler intact. 


1. Set the insertion point where you want 
to start the section of text with a new 
format. 

2. Choose Insert Ruler from the Format 
Menu. 

A copy of the preceding ruler is inserted at the 
insertion point. The insertion point moves to the left 
margin of the line below the inserted ruler. 

3. Set the insertion point at the end of the 
section of text to be reformatted. 

4. Choose Insert Ruler from the Format 
Menu 

5. Adjust the Settings on the first ruler 
you inserted. 

See "Changing The Settings On A Ruler To Format 
Text" for instructions on changing margins, tabs, line 
spacing, and text justification. 

The inserted ruler changes the format of all text 
between the first and second rulers you inserted. 
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Inserting Page 
Breaks 

When you want to start a 
new page at some point in a 
document, you'll insert a 
page break. The page 
break starts a new page 
following the insertion 
point and renumbers 
subsequent pages 
accordingly. 


1. Set the insertion 
point at the place in 
the document where 
you want to begin a 
new page. 


2. Choose Insert 
Page Break from the 
Format Menu or 
press ( 3 -. 

The insertion point and the 
text immediately following 
it move to the first line of a 
new page. 
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Repagination 

You can change the 
initial page number of 
a document, 
automatically 
renumbering all 
subsequent pages. 

This is a useful 
feature for those 
times when you've 
printed several 
numbered pages of a 
document and need to 
add one document 
worth of text to it 

For information on 
printing a large 
document from 
several document 
files, see "Printing 
Large Documents 
Using Print Merge." 


1. Choose Set 
Page # from the 
Format Menu or 
press C5=. 

A dialog box 
appears. The Set 
Page # dialog box 
contains an input bar 
for the new page 
number you want to 
specify, as well as 
buttons for 
confirming (OK) and 
canceling (Cancel) 
the operation. 

The input bar 
contains the current 
initial page number. 


2. Enter a 
number for the 
first page in the 
document in the 
input bar. 


3. Click on OK 
or press Return. 

The page number of 
the first page of the 
document is set to the 
new value you 
entered. All 
subsequent pages are 
renumbered 
accordingly. 

The page number 
change is reflected in 
the scroll bar elevator 
box. 
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Working With Documents 


Most of the commands in MultiScribe are for editing and 
formatting text The commands on the File Menu let you 
work with entire documents -- naming, saving, opening, 
and printing them as document files. 


107 WORKING WITH DOCUMENTS 




Saving 

Documents 


To Save A 
Document 


Saving a document 
means writing a copy 
of the document 
you've created onto a 
floppy or hard disk. 
You should save 
your documents 
frequently as you 
work, to guarantee 
that you have a copy 
of the most recent 
version of your 
document on disk. 
Power surges and 
failures are rare, but 
when they occur they 
can destroy hours of 
hard work. 

The File Menu 
contains three 
commands for saving 
documents: Save, 
Save As, and Save 
As Text You'll use 
Save to save changes 
to a document that's 
been named. Use 
Save As when you 
want to save the 
current document 
without replacing the 
old verion of the 
document under a 
different filename or 
pathname. 


When you want to 
save MultiScribe 
document as an 
ASCD text file for 
use with AppleWorks 
or other ProDOS 
Apple software, use 
Save As Text 


The Save command 
lets you periodically 
save a file which has 
already been named. 
If you're saving a file 
for the first time, the 
Save As dialog tx>x 
appears (see the next 
section, "Save As"). 
Otherwise, the only 
dialog box to appear 
when you choose 
Save is a message 
box telling you the 
name of the file being 
saved to disk. 


=> Choose Save 
from the File 
Menu or press 
(3S. 

A dialog box appears 
to remind you of the 
name under which 
your document is 
being saved to disk. 

If MultiScribe can’t 
find the disk or path 
under which the 
document was 
originally saved, a 
dialog box appears, 
asking you to insert 
the disk containing 
the pathname. 

If you insert the 
appropriate disk and 
click on OK or press 
Return, the document 
will be saved. If you 
click on Cancel or 
press Esc, the Save 
operation is canceled. 
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To Save A Document On A 
Different Disk Or Under A 
Different Filename Or Pathname 

The Save As command lets you save a 
document under a different filename or 
pathname, and so is especially useful for 
backing up a document on a different disk or 
under a different name. Save As also lets you 
back up a document on a hard disk, or save a 
document read from a hard disk onto a floppy 
disk to back up a hard disk document file. 

For more information on pathnames and 
filenames, see Appendix E, "ProDOS 
Pathnames and Filenames," as well as the 
ProDOS User's Manual, published by 
Apple Computer, Inc. 


1. Choose Save 
As from the File 
Menu or press 
C5A. 

A dialog box appears. 

The Save As dialog 
box contains input 
bars for pathname and 
filename, as well as 
buttons for drive 
(Drive 1, Drive 2), 
Path, Save, and 
Cancel. 

The input bars contain 
the current pathname 
and filename under 
which your document 
was last saved. 


If the document was 
last saved under a 
drive, that drive button 
is selected and its 
pathname is in the 
PATH input bar; 
otherwise, the Path 
button is highlighted 
and the pathname is in 
the PATH input bar. 

If the document has 
not been saved before 
the PATH and NAME 
input bars are empty, 
and neither the Path 
button nor a Drive 
button is selected. 
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2. Change the 
name of the 
document, path 
or drive, or 
both. 

=> If you're using 
a mouse, click on 
the PATH or NAME 
input bars to enter a 
new pathname or 
filename. To save 
the document to a 
disk on a different 
drive, click on the 
Drive 1 or Drive 2 
button. 


3. Click on the 
Save button or 
press Return. 


=> If you're using 
keyboard 
controls, use the 4- 

and -> keys to move 
the cursor between 
the PATH and 
NAME input bars to 
enter a new pathname 
or filename. To 
choose a different 
drive, press the C5 
key in conjunction 
with the drive 
number key. 

If no document has 
been opened or 
saved, you must 
specify the current 
path by choosing a 
drive or entering a 
pathname in the 
PATH input bar. 

To Save documents 
with a single disk 
drive, remove your 
MultiScribe disk 
from the drive and 
insert a formatted 
data disk. Click on 
the Drive 1 button or 
press C5l. 


If you've entered the 
name of an existing 
MultiScribe 
document, a dialog 
box appears, asking 
if you want to replace 
the document file on 
disk with the one 
you’re saving. 

If you confirm the 
command by clicking 
on Yes or pressing 
Y, the old version of 
the document file on 
disk is replaced with 
the new document 

If you click on the 
No button or press 
N, you're returned to 
the Save As dialog 
box to enter a 
different pathname or 
filename. 

If you click on 
Cancel or press Esc, 
the Save As operation 
is canceled. 


If MultiScribe can't 
find the specified 
pathname, a dialog 
box appears asking 
you to insert the disk 
containing the path in 
the current drive. 

If you insert the 
appropriate disk and 
click OK or press 
Return, the document 
will be saved under 
the specified 
pathname and 
filename. If you 
click on Cancel or 
press Esc, the Save 
As operation is 
canceled. 
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To Save A 1. Choose Save 

Document As As Text from the 

An ASCII Text File Menu. 

File 


The Save As Text A dialog box 

command lets you appears, 

save a file as an 

ASCH text file, so The dialog box is an 

that it can be used exact copy of the 

with other software Save As dialog box, 
that reads ASCII text with the addition of a 
files, such as message box telling 

AppleWorks.™ (For you that you're 

more information on saving the document 

using MultiScribe as an ASCII text file, 

files with and not as a 

AppleWorks, see MultiScribe file. 

Appendix A, "Using 
MultiScribe With 
AppleWorks.") 

When you save a 
MultiScribe file as an 
ASCD text file, you 
lose all the special 
information -- about 
fonts, sizes, styles, 
formatting — which 
makes a MultiScribe 
file unique, so you'll 
want to be careful 
with the Save As 
Text command. 


2.Change the 3. Click on the 

name of the Save button or 

document, path press Return, 

or drive, or 
both. 

If you try to save the 
document under the 
old pathname and 
filename, a dialog 
box will appear, 
asking if you want to 
replace the old file on 
disk with the new 
ASCD text file with 
the same name. 

If you confirm the 
operation by clicking 
on Yes or pressing 
Y, the old version of 
the file is replaced 
with the ASCII text 
version of the current 
document 

If you choose No, 
you’re returned to the 
Save As Text dialog 
box to enter a 
different pathname or 
filename. 

If you choose 
Cancel, the Save As 
Text operation is 
canceled. 
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Saving A 
Document With 
No Room On 
Disk 

Sometimes when 
you're saving a 
document, you'll run 
out of space on the 
disk you're saving to 
and a dialog box will 
appear to alert you to 
this problem. 

When this occurs, 
you should try to 
save to a different 
drive or disk. If you 
try to save to a disk 
on another drive or 
path and that disk is 
also full, you’ll want 
to format an 
unformatted disk and 
save to that disk. 


=> Use the Save 
As command to 
try to Save the 
document to a 
different drive 
or path. 

=> if the disk on 
the new drive or 
path is also full, 
or if you're 
using a single 
disk drive 
system, insert a 
different disk in 
the drive and 
choose the 
same drive from 
the Save As 
dialog box. 


=> If you don't 
have a 

formatted disk 
to place in the 
drive, insert an 
unformatted 
disk in the drive 
and choose the 
same drive from 
the Save As 
dialog box. 

A new dialog box 
appears, telling you 
that the unformatted 
disk can't be read, 
and offering to 
format it. 

• If you choose No 
by clicking on the No 
button or pressing N, 
you're returned to the 
Save As dialog box 
to enter a new drive, 
path, or filename. 

• If you choose 
Cancel by clicking on 
the Cancel button or 
pressing Esc, the 
Save operation is 
canceled and you're 
returned to your place 
in the document 


• If you choose Yes 
by clicking on the 
Yes button or 
pressing Y, another 
dialog box appears, 
asking you for the 
volume name for the 
disk you want to 
format 

You can cancel the 
operation by clicking 
on the Cancel button 
or pressing Esc, in 
which case you'll be 
returned to the Save 
As dialog box. 

Otherwise, type in a 
name for the disk and 
choose OK by 
clicking on the OK 
button or pressing 
Return. Yet another 
dialog box will 
appear, warning you 
that all information 
on the disk to be 
formatted will be 
erased. If you 
choose to proceed, 
the disk will be 
formatted so that you 
can then save your 
document on it 
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Opening Documents 


Opening a document means 
reading a document file from disk 
and displaying it in the document 
window, or clearing the document 
window for the creation of a new 
document. Thus, when you open 
a document you’re ’’opening a 
window” — the document 
window — on that document, and 
you can use all the MultiScribe 
commands to modify it to your 
satisfaction. 


If you’ve made changes to the current document which 
you haven’t saved, both the Open and New commands 
will display a dialog box asking if you want to save your 
changes before proceeding with the operation. 

♦ If you choose Yes by clicking on the Yes button or 
pressing Y: 

• If the current document is untitled, the 
Save As dialog box appears to allow 
you to save the document under the 
pathname and filename of your choice. 


You use two different commands 
to open documents: Open opens a 
file already saved on disk; New 
opens a new, empty file, clearing 
the document window. 


• If the current document has been saved 
before, it is saved under its previous 
pathname and filename. 

♦ If you choose No by clicking on the No button or 
pressing N, the dialog box disappears and the New or 
Open operation continues. 


♦ If you click on Cancel or press Esc, the operation is 
canceled and you're returned to your place in the 
current document 
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Opening A New 
Document 

You'll use New when you 
want a "clean slate" to 
create a brand new 
document 


=> Choose New from 
the File Menu or 
press (3N. 

If the current document has 
unsaved changes, a dialog 
box appears to allow you to 
save the changes. See 
"Opening Documents" for 
an explanation of this 
dialog box. 

Once you've saved your 
changes, or if the document 
has no unsaved changes, 
the current document is 
closed and a new, empty 
document appears in the 
document window. 


When you open a new 
document, it has no name 
and won't have one until 
you save it with one of the 
Save commands. The 
word Untitled appears in 
the File Menu as the name 
of the document 


SAVE changes before opening 
a new file? 

Press Y 1 Cancelfc Press <ESC> 

Press N 


□•Zl 
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Opening An Existing 
Document 

Youll use Open when you 
want to edit a document 
already saved on disk. 


1. Choose Open 
from the File Menu 
or press (3J. 


If the current document has 
unsaved changes, a dialog 
box appears, asking if you 
want to save the changes 
you've made before 
opening a new document. 
See "Opening Documents" 
for an explanation of this 
dialog box. 

Once you've saved your 
changes, or if the current 
document has no unsaved 
changes, a dialog box 
appears. 

The Open dialog box 
contains an input bar for 
pathname, a scroll window 
with a list of all MultiScribe 
document files on the 
current path, buttons for 
changing path (Drive 1, 
Drive 2, Path), and buttons 
for Open and Cancel. 


2. Choose the drive 
or path that contains 
the document you 
want to open. 

If you've just started up 
MultiScribe and haven't 
opened a document or 
saved one to disk, the scroll 
window doesn't contain a 
list of filenames. Rather, it 
contains a message asking 
you to select Drive 1, Drive 
2, or Path. 

If you have opened or 
saved a file, the name of the 
last pathname under which 
a file was opened or saved 
appears in the PATH input 
bar. This is the pathname 
of the current path. 

If the document you want 
to open is on the current 
path and in the scroll 
window, youll want to 
leave the Drive and Path 
buttons alone. 
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If the document you want 
to open is not on the current 
path, you'll select the drive 
or path that contains the 
document you want to open 
by: 

• clicking on the Drive 1 
button or pressing C5l if 
the document is on the disk 
currently in drive 1; 

• clicking on the Drive 2 
button or pressing (32 if 
the document is on the disk 
in drive 2; 

• clicking on Path or 
pressing (3P and entering a 
pathname if the document is 
on a directory or 
subdirectory of a hard disk. 


3. Select the name 
of the document you 
want to open from 
the list in the scroll 
window. 

• If you're using a 
mouse, click on the 
filename of the document 
you want to open, or scroll 
the list by clicking on the 
scroll arrows until the 
desired filename is 
highlighted. 

• If you're using 
keyboard controls, use 

the 1 and T keys to scroll 
the list until the filename of 
the document you want to 
open is highlighted. 


4. Click on the Open 
button or press 
Return. 

A copy of the document is 
read from disk and 
displayed in the document 
window. 

Any changes you make to 
the document won’t affect 
the copy of the document 
on disk until you save the 
changes back to disk. 

Choosing Cancel by 
clicking on the Cancel 
button or pressing Esc 
cancels the Open operation 
and returns you to your 
place in the current 
document 


| PATH: /HULTISCRIBE/ 


± 


« | Press 61 

BUSINESS.PLAN 
LETTER. NS 

LETTER.AP 

REPORT.HAY.86 
PRICING.DATA 



Drive 2 j Press 62 



Path | Press 6P 



Open | Press <RETURH> 

PARTY.UEEKEND 

7 


Cancel | Press <ESC> 
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Printing Documents 


MultiScribe gives you the option of printing in four different 
print quality modes: 


• High quality is the darkest and most 
detailed of the four print modes, but it 
also takes the most time to print. 

• Standard is the second highest quality 
print quality and the one you'll use for 
most of your printing. 

• Draft is the lowest quality mode which 
includes fonts, sizes, and styles, but it 
prints at a faster speed than Standard or 
High. 

• Text uses your printer's built-in character 
set to print documents at maximum speed 
but with no special MultiScribe fonts, 
sizes, or styles. 

The characters on your printed documents will appear 
shorter and fuller than they appear on the screen; this is 
because your printer has superior vertical resolution to the 
Apple double high-resolution screen, so characters on the 
screen look taller and thinner. 
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Getting Ready 
To Print 

Before you can print 
a document, you 
must tell MultiScribe 
what printer and 
printer interface card 
you're using. You 
do this with the 
Printer Setup 
command on the C5 
Menu. 


1- Choose 
Printer Setup 
from the (3 
Menu. 

A dialog box 
appears. 

The Printer Setup 
dialog box contains 
scroll windows for 
printer and interface 
card selection, an 
option line for 
expansion slot 
numbers, and buttons 
for Store (to store 
your settings) and 
Cancel. 

If you’re using a 
mouse, you can 
move back and forth 
between the scroll 
windows by simply 
clicking inside the 
scroll window you 
want to activate. The 
name of the scroll 
window is 

highlighted when it's 
active. 


If you’re using 
keyboard 
controls, you can 
move between the 
scroll windows with 

the 4 - and —»keys, 
and with the Return 
key, as well. 


2. Choose your 
printer from the 
list in the 
Printer scroll 
window. 

• If you’re using 
a mouse, click on 
the name of your 
printer or click on the 
scroll arrows until the 
name of your printer 
is highlighted. 


• If you're 
using keyboard 
controls, press the 

i and T keys to 
scroll the list until the 
name of your 
interface card is 
highlighted. 


3.Choose your 
interface card 
from the list in 
the Interface 
Card scroll 
window. 

• If you're using 
a mouse, click on 
the name of your 
interface card or click 
on the scroll arrows 
until the name of 
your interface card 

is highlighted. 

• If you're using 
keyboard 
controls, press the 

1 and T keys to 
scroll the list until the 
name of your 
interface card is 
highlighted. 
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4. Choose the 
number of the 
expansion slot 
in which you 
have your 
interface card 
installed. 

You'll only be 
allowed to choose 
from those slots in 
which printer 
interface cards are 
installed; otherwise, 
the slot numbers will 
bedimmed. 

Choose a slot number 
by clicking on the 
number on the option 
line if you’re using a 
mouse or by pressing 
the (3 key and the 
appropriate number 
key simultaneously if 
you're using 
keyboard controls. 


This option allows 
you to use 
MultiScribe with 
more than one printer 
and interface card 
installed at the same 
time. For example, 
you could have a 
letter quality printer 
installed in one slot 
and print letter quality 
documents on it 
using the text option 
on the Print dialog 
box; at the same time, 
you could print 
documents with 
fonts, sizes, and 
styles using a dot¬ 
matrix printer 
installed in another 
slot 


When you choose a 
slot, you're assigning 
to it the printer and 
interface card selected 
in the scroll 
windows. 


5. Click on 
Store or press 
C5S. 

Your settings are 
stored on disk and 
will remain in effect 
until you change 
them. 

Clicking on Cancel or 
pressing Esc cancels 
the Printer Setup 
operation and your 
old settings remain in 
effect. 


119 GETTING READY TO PRINT 




Printing the 

Current 

Document 

Each time you print a 
document, the Print 
dialog box appears to 
allow you to specify 
how you want the 
document printed. 



Lets you specify 
whether to number 
pages at top right, 
bottom center, or 
not at all. 

Lets you specify 
how many copies 
of the document 
to print. 


Lets you specify a > 
range of pages to^ 
print. Choose All 
for entire document, 
or choose From and 
enter the first and 
last pages to be 
printed. 


1- Choose Print 
from the File 
Menu. 

If you’ve not yet 
specified your printer 
and interface card 
with the Printer Setup 
command, the Printer 
Setup dialog box 
appears. For an 
explanation of this 
dialog box, see 
"Getting Ready to 
Print" 

When you choose the 
Print command, a 
dialog box appears. 

The Print dialog box 
lets you set the print 
specifications for the 
document to be 
printed. 


2. Set the print 
specifications. 

• If you're using 
a mouse, click on 
the box in front of the 
setting you want to 
select Click on input 
bars to enter new 
values. 

• If you're using 
keyboard controls, 

use the i and T keys 
to move up and down 
between option lines. 

To move back and 
forth between 

settings, use the <— 
and —» keys. To 
select settings, press 
Return. The prillter and 

interface card you 
chose with the 
Printer Setup 
command. 


3. Click on Print 
or press (3P. 

Your printer begins 
printing the 
document As the 
document prints, it 
scrolls by on the 
screen, to show you 
what’s being printed. 

A dialog box appears 
to tell you that 
printing is in 
progress. 

To cancel printing, 
click on the Cancel 
button of this dialog 
box or press Esc. 



Inageuriter 

Super serial or Ap£lg-H£"port 

, Quaiiiy : □ High 

HStandard -CfffFaft DText 

IT Humber pises? 0No OTop □Botto» 

frCopies: |l 1 Paper feed : HContinuous DCut Sheet_II 

^Page range : QAII 

□ Fro* 1 | To : | | 

1 Print \ Press dP 

1 Cancel \ Press <ESC> 


Lets you specify 
print quality. 


Lets you choose 
„ single sheets of 
paper fed one at 
a time into the 
printer or 
continuous tractor 
feed. 


120 CHAPTER 3: USING MULTISCRIBE 




Printing Large 
Documents With 
Print Merge 

For reasons of speed, 
MultiScribe is 
memory-based, 
which means that the 
current document is 
all in memory at 
once, rather than read 
from and written to 
disk in sections. For 
this reason, 
MultiScribe 
documents are limited 
to approximately 9 to 
12 full pages. 


At times you may 
need to print longer 
documents than this. 
To print long 
documents, you'll 
use the Print Merge 
command, which lets 
you link files on the 
same disk together 
for printing. If, for 
example, you're 
using MultiScribe to 
write a long report or 
article, break your 
work up into chapters 
and save each chapter 
as a separate 
MultiScribe 
document When 
you want to print all 
the chapters together 
as one long 
document, choose the 
Print Merge 
command. 


1. Choose Print 
Merge from the 
File Menu 

If you've made 
unsaved changes to 
the current document, 
a dialog box appears 
to allow you to save 
the document before 
continuing with Print 
Merge. 

• If you choose Yes 
by clicking on Yes or 
pressing Y, your 
changes are saved 
and the Print Merge 
dialog box appears. 

• If you choose No 
by clicking on No or 
pressing N, the 
document is closed 
with your changes 
unsaved, and the 
Print Merge dialog 
box appears. 


• If you choose 
Cancel by clicking on 
Cancel or pressing 
Esc, the Print Merge 
operation is canceled 
and you're returned 
to your place in the 
current document. 

The Print Merge 
dialog box contains 
an input bar for path, 
a scroll window, 
buttons for path 
selection (Drive 1, 
Drive 2, Path), and 
buttons for selecting 
and deselecting files 
for the print chain. 

The scroll window 
contains a list of all 
files on the current 
path. 


| PftTH= /MULTISCRIBE/ 

1 KflO 

BUSINESS.PLAH 

± 

7 

Q2SQI Press 61 
fDrive 2 | Press 62 

1 Pith > Press 6P 


flARKET,STUDY 

2 REP0RT.rtAY.86 

3 PRJCIHC.DAT A 
PARTY.UEEKEHD 

1 Select > Press <KTUM> 

1 Deselect I Press OELETD 


1 Continue \ Press <SPACD | Cincd | Press <ESC> 


121 PRINTING LARGE DOCUMENTS 





2. Select the 
files, one at a 
time, that you 
want to print 
together. 

To select files: 

• If you’re using 
a mouse, click on a 
filename or scroll the 
file list by clicking on 
the scroll arrows until 
the desired filename 
is highlighted. 

Click on the Select 
button. 

• If you're using 
keyboard 

controls, use the 1 
and T keys to scroll 
the file list until the 
desired filename is 
highlighted. 

Press Return. 

As you select each 
document, a number 
appears to the left of 
the filename. This 
number represents 
the order in which 
that document will be 
printed relative to the 
other selected 
documents. 


To deselect files from 
the print chain: 

• If you’re using 
a mouse, click on a 
filename or scroll the 
file list by clicking on 
the scroll arrows until 
the appropriate 
filename is 
highlighted. 

Click on the Deselect 
button. 

• If you’re using 
keyboard 

controls, use the i 
and T keys to scroll 
the file list until the 
appropriate filename 
is highlighted. 

Press Delete. 

The filename is 
deselected and the 
remaining selected 
files are renumbered 
accordingly. 


3. When you're 
finished 
selecting the 
files you want 
to link for 
printing, click 
on the Continue 
button or press 
the Space Bar. 

When you choose 
Continue, the Print 
Merge operation 
continues by 
displaying die Print 
dialog box, allowing 
you to adjust the print 
settings before 
printing the 
document For 
information on how 
to select the settings 
on the Print dialog 
box, see "Printing 
The Current 
Document" 


If you’ve not yet 
specified your printer 
and interfacr card 
with the Printer Setup 
command, the Printer 
Setup dialog box will 
appear before the 
Print dialog box. For 
an explanation of 
Printer Setup, see 
"Getting Ready To 
Print" 

Once you've selected 
all the Print settings, 
click on the Print 
button or press C5P. 

A dialog box appears 
to tell you that the 
linked files are being 
printed. 

To cancel printing, 
click on the Cancel 
button or press Esc. 
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Quitting MultiScribe 


When you’ve finished 
working on MultiScribe, 
youll use the Quit 
command to exit to 
ProDOS. 

If you want to enter 
FontEditor, choose the 
FontEditor command from 
the (3 Menu. 


=> Choose Quit from 
the File Menu. 

If you've saved the most 
recent changes to your 
document, die screen clears 
and the program exits to 
ProDOS. 


Otherwise, a dialog box 
appears, asking if you want 
to save your file before 
quitting. 

• If you choose Yes by 
clicking on Yes or pressing 
Y, your changes are saved 
and the program exits to 
ProDOS. 

• If you choose No by 
clicking on No or pressing 
N, MultiScribe exits to 
ProDOS with your most 
recent changes unsaved. 

• If you choose Cancel 
by clicking on Cancel or 
pressing Esc, the Quit 
operation is canceled and 
the current document 
remains open. 


Do you uish to save your file before 
Quitting? 

I Yes I Press Y I Cancel \ Press <ESC> 
I Ho 1 Press N 
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The 3 Menu 



About Multi Seri be 


Invert Screen 
Printer Setup... 
FontEditor 


Clock 


The 3 Menu contains miscellaneous commands which perform 
functions that don't fall under any of the other menu heading 
categories. 


About MultiScribe 

Q_ 

Invert Screen 
Printer Setup... 
FontEditor 


Clock 


When you select the About MultiScribe command, a dialog box 
appears, telling you about the authors and revision number of the 
program, as well as the amount of unused menory available for the 
current document This amount is presented in K, which stands for 
kilobytes, and will decrease as your document grows. 

Click on OK or press Return to clear the dialog box from the screen. 

For more information about memory and documents, see Appendix 
C, ’’MultiScribe File/Disk Organization.” 


Invert Screen 


About MultiScribe 




nvert Screen 


Printer Setup. 
FontEditor 


Clock 
Calendar 
Calculator 
Control Panel 
Puzzle 


The Invert Screen command reverses the way things are displayed 
on the screen. When you select Invert Screen, what had been dark 
on the screen appears light and what had been light appears dark. If 
your screen currently has dark characters on a light background, it 
will be redrawn to show light characters on a dark background 
when you choose this command. Choosing Invert Screen again 
would restore the screen to dark characters on a light background. 
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Printer Setup 



About Multi Seri be 


Invert Screen 



Clock 
Calendar 
Calculator 
Control Panel 
Puzzle 


This command lets you set up your MultiScribe disk to print 
documents using the printer and printer interface card of your 
choice. 

When you choose the Printer Setup command, a dialog box appears 
on the screen. 


Printer Setup 


Printer| 


Interface Card 

□ 


| Inageuriter 

□ 


1 Super serial or Apple lie portl 

□ 


Epson FX 

Epson I1X or RX 
Star Hi cronies 
Okidata 192/193 
Okidata 92/93 
Apple DU* 

□ 


Apple 11 parallel 

Crappler ♦ 

Orange interface, Crappler 
Practical Peripherals-parallel 
Practical Peripherals-serial 
Videx Uniprint 

□ 

| Printer slot : f§ 2 3 

4 5 S ? Press 6<slot nunber) 


| Store \ Press 6S 


1 Cancel | Press <ESC> 


u= 


— 


■] 


The Printer Setup dialog box contains scroll windows for choosing 
printer and interface card, an option line for choosing printer slot 
number, and Store and Cancel buttons. 

To move back and forth between scroll windows, use the <— and 

—> keys or click on the scroll windows you want to activate. The 
scroll window is activated when its name ( ,, Printer ,, or ’’Interface 
Card”) is highlighted. To scroll the lists in a scroll window, click 
on the arrows on the scroll bar or press the T and i keys. 


The Printer Slot option above the Store and Cancel buttons tells you 
in which expansion slots of your Apple you have printer interface 
cards installed and which slot is selected to print. The numbers of 
slots in which printer cards are installed are displayed in normal 
video on your screen; the numbers of slots without printer cards 
appear dimmed. If you have more than one expansion slot 
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with a printer card installed, you must select which slot you want to 
print from by clicking on the slot number or by pressing the (5 key 
simultaneously with the slot number key. For example, if you want 
to print using the card you have installed in slot 1, click on the 1 on 
the option line or press (3l. 

Once you've chosen the slot number for the interface card with 
which you want to print, you'll assign a printer and interface card to 
that slot number. 

To choose a printer, click on the name of your printer on the list in 
the Printer scroll window, or scroll the list until the name of your 
printer is highlighted. 

To choose an interface card, click on the name of the interface card 
in the scroll window or scroll the list until the name of the interface 
card installed in the selected slot is highlighted. 

Once you’ve selected a printer and interface card, press C5S to store 
your settings. When you choose the Print command from the File 
Menu, MultiScribe will print your document using the slot number 
and setup information you specify with this command. The setup 
values and slot number choice remain in effect until you change 
them by selecting Printer Setup again. 

Clicking on the Cancel button or pressing Esc cancels the Printer 
Setup command. 
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FontEditor 


FontEditor is an application which runs under MultiScribe that 
allows you to create new fonts and edit existing ones. For a 
complete description of FontEditor and instructions on using it, see 
"Learning FontEditor", "Using FontEditor", and "FontEditor 
Reference." 


About JluJtiScribe 


Invert Screen 
Printer Setup... 


FontEditor 


6 File Edit Design Font Size 


Clock 
Calendar 
Calculator 
Control Panel 
Puzzle 
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M MU 
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File Menu 


File 


rcno 


Hew 

6H 

Open... 

6J 

Save 

6S 


The File Menu contains commands for managing and maintaining 
documents. 

The name of the document you're working on is displayed above 
the commands on the File Menu. If you haven't given your 
document a name, the word "Untitled” appears there instead. 


New 



The New command clears the document window and creates a new, 
empty document 

Unless you choose New immediately after starting up MultiScribe or 
after choosing New, a dialog box appears, asking if you want to save 
the changes you've made to your current document before creating a 
new one. 


SAVE changes before opening 
a neu file? 

I' Yes \ Press Y | Cancel \ Press <ESC> 
[ Ho | Press H 


If you choose Yes by clicking on the Yes button or pressing Y, a 
copy of the current document is saved, replacing the old copy of the 
document on disk. If the document has not been saved before, 
you'll be asked for the pathname and filename under which to save 
it. 

If you choose No, the document is closed with your most recent 
changes unsaved, the document window is cleared, and a new, 
empty document appears on the screen. 

If you choose Cancel, the command is canceled and your old 
document remains open. 
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Open 


File 


MEMO 


New 

6H 


Save 

6S 

Save As... 

6A 

Save As Text 

• • • 

Print... 

6P 

Print Herge. 

, , 

Quit 

6Q 


The Open command reads a document from disk and displays it in 
the document window on the screen. 

The Open command may be used at any time. If you're working 
with a document with unsaved changes when you choose the Open 
command, a dialog box appears, asking if you want to save the 
changes you've made to your current document before opening 
another one. 


SAVE changes before opening 
i new file? 

1 Yes j Press Y | Cancel | Press <ESC> 
| Ho | Press N 


If you choose Yes, the document is saved, replacing the last version 
of the document on disk . If you choose No, your most recent 
changes are unsaved. If you choose Cancel, the Open command is 
canceled and you're returned to your old document; otherwise, 
another dialog box appears. 


PATH: /MULTISCRIBE/ 


MEMO 


Drive 1 


Press 


61 


BUSINESS.PLAN 
LETTER.HS 
LETTER.AP 
REPORT.HAY.86 
PRICING.DATA 
PARTY.WEEKEND 


[Drive_2j Press 62 
I Path \ Press 6P 
I Open | Press <RETURN> 
1 Cancel j Press <ESC> 


The Open dialog box contains an input bar for path, a scroll 
window, buttons for selecting path, and buttons for Open and 
Cancel. 


The buttons for selecting path — the Drive 1, Drive 2, and Path 
buttons — allow you to specify the path from which you want to 
open documents. If you haven't specified a pathname since starting 
up MultiScribe -- if you haven’t performed any Save or Open 
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operations -- the Open button will be dimmed and the scroll window 
will contain a message asking you to select a drive or specify a path 
name. Before you select a document to open youll want to be sure 
that you've chosen the correct path from which to open your 
document files. 


A path is either a volume ~ a disk drive like drive 1 or drive 2 or a 
hard disk - or a volume and subdirectories. If you want to open a 
document file on the disk in drive 1 or drive 2, just click on the 
Drive 1 or Drive 2 button or press (5l or (52. If you want to open a 
file on a hard disk or on a subdirectory of a volume, click on the 
PATH input bar or Path button, or press (5P, and enter the 
pathname from which you want to read a file. You can enter a 
pathname with a length of up to 40 characters. 

The scroll window contains the names of all MultiScribe documents 
on the currently selected path, displayed from top to bottom in the 
order in which they were created. The first document on the list is 
highlighted, indicating that it is the document which will be opened 
if you make no other selection. 


The scroll window can display the names of up to 7 documents. To 
scroll the list of documents: 

• If you're using a mouse, position the pointer on either the 
up or down arrows on the scroll bar, press the mouse button, 
and hold it down. The names of the documents on the current 
path will be scrolled either up or down until you release the 
mouse button or reach the bottom or top of the list 

• If you're using keyboard controls, press the T and 

i keys to scroll the document list. The names of the 
documents on the current paths will be scrolled up or down 
until you reach the bottom or top of the list 

To open a document, select it by clicking on the document name if 
you’re using a mouse, or scroll the document list until the name of 
the document you want to open is highlighted. Open the document 
by clicking on the Open button or pressing Return. The document 
you selected will be read from disk into memory and displayed in 
the document window on the screen. 
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Save 


The Save command saves a copy of the current document to disk. 


File 


HEM 


Hew 6H 

Open... 6J 


Save As ...W 
Save As Text... 
Print... <SP 


Print Merge... 
Quit 60 


Save may be used at any time and never appears dimmed. If you’re 
saving an untitled document, a dialog box appears, asking you to 
name the document. (See "Save As" for an explanation of this dialog 
box.) If you give the document the name of a document already 
stored on the disk, a dialog box appears, asking if you want the 
document you're saving to replace the document of the same name 
on the disk. 


Replace existing “REPORT.HAY.86”? 

Press Y 1 Cancel \ Press <ESC> 
Press H 



If you choose Yes, the document is saved under the name you 
specify. If you choose No, you're returned to the previous dialog 
box to give the document another name. If you choose Cancel, the 
entire Save operation is canceled. 

Once you've named the document, it's saved on disk and its name 
will appear in the scroll window when you select the Open 
command. 
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If you're saving a document that has already been named and saved 
to disk, the Save command replaces the old copy of your document 
with the same name and displays a message box telling you the 
name of the document being saved. 


Non saving "MEM" 


Use the Save command when you want to update an existing 
document on disk. 

Use Save As when you want to: 

• save a changed document to a new file name while retaining 
the old version of the document under its existing name; 

• make a backup or copy of an existing document with a 
different path or document name from the original. 
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Save As 


File 


NEMO 

Hew" 



6H 

6J 

6S 

H| 

Text^ 


Print... <SP 

Print Merge... 
Quit 6Q 


The Save As command allows you to save a document under a new 
filename, or a new pathname, or both. 

As with Save, the Save As command may be used at any time and 
never appears dimmed on the File Menu. 

When you select the Save As command, a dialog box appears. 


| PATH: /MULTISCRIBE/ 

HAME* HEH0| 

Drive 1 

Press 61 

Save | Press <RETURH> 

Drive 2 

Press 62 

Cancel | Press <ESC> 

Path 

| Press 6P 


The Save As dialog box contains input bars for PATH and 
document NAME, buttons for path selection (Drive 1, Drive 2, 
Path), and buttons for Save and Cancel. 

The PATH input bar contains the name of the current path, the last 
path from which a document was opened or to which a document 
was saved. If no path has been specified, the PATH input bar is 
empty and the Save button is dimmed. To specify a disk in Drive 1 
or Drive 2 as the path, choose Drive 1 or Drive 2. The name of the 
path associated with the disk in the drive you specify appears in the 
PATH input bar. To specify a path not on a disk in drives 1 or 2 
(such as a hard drive volume or subdirectory) or a subdirectory of a 
volume on drives 1 or 2, choose Path. The cursor moves from the 
NAME input bar to the PATH input bar, where you can type in the 
name of the path of your choice. NOTE: The pathname you specify 
must already exist; otherwise , MultiScribe will display a dialog box 
telling you that the path could not be found. To create paths, 
volumes, and directories, you must do so from BASIC or with the 
ProDOS Filer utility on the ProDOS User's Disk. 

If you're saving an untitled document, the NAME input bar is 
empty. If you’re saving a document that has already been named 
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and saved on disk, the NAME input bar contains the current document 
name. The cursor appears at the end of the document name. 

To move the cursor back and forth betwen the PATH and NAME 
input bars: 

• If you're using a mouse, click on the input bar you 
wish to edit 

• If you're using keyboard controls, use the T and i 
keys to move the cursor. 

If you want to save the document under a different name, enter a 
new document name in the NAME input bar. See Appendix H, 
"ProDOS Filenames and Pathnames," for information regarding 
rules for naming documents. When the input bars contain the 
document name and pathname under which you want the document 
saved, click on the Save button or press Return. The document is 
saved to disk. 


137 SAVE AS 




Save As Text 


NEMO 

Hew 

dH 

Open... 

dJ 

Save 

dS 

Save As... 

6A 

Save As Text... 

Print... 


Print Herge. 


Quit 

dO 


The Save As Text command allows you to save a MultiScribe 
document as an ASCII text file, which may then be used with other 
ProDOS word processing programs, such as AppleWorks.™ When 
you save a MultiScribe document as an ASCII text file, you save the 
text of your document only — without MultiScribe fonts, styles, 
sizes, or special formatting. Be careful not to save a document as a 
text file if you want to retain fonts, styles, or sizes of characters in 
the document As with Save and Save As, the Save As Text 
command may be used at any time and never appears dimmed on the 
File Menu. 

When you select the Save As Text command, the Save As dialog 
box appears, along with a message box informing you that you’re 
about to save your document as a text file. 


|PATH: /MULTISCRIBE/ 

| NAME- MEH0| 

[Drive 1 

Press dl 

Press d2 
| Press dP 

I Save 

I Cancel 

| Press <RETURH> 1 Drive 2| 
| Press <ESC> | Path | 


Save file as ASCII text only. 


For an explanation of the Save As dialog box and how to use it, see 
"Save As." 

When the input bars contain the document name and pathname 
under which you want the document saved, click on the Save button 
or press Return. The document is saved to disk as an ASCII text 
file. 
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Print 


File 


MEMO 


Hen 

6H 

Open... 

6S 

Save 

6S 

Save As... 

6A 

Save As Text 

• ■ • 



The Print command prints a copy of the current document according 
to your specifications. 

Print may be used at any time and is never dimmed on the File 
Menu. 

You won't be allowed to print until you've specified which printer 
and interface card you're using, so if you've never used Printer 
Setup to tell MultiScribe which printer and interface card you have 
installed, the Printer Setup box appears when you choose Print. Set 
the Printer Setup specifications so that MultiScribe will print 
correctly with your hardware. For an explanation of the Printer 
Setup dialog box, see "Printer Setup." 

When you choose the Print command, a dialog box appears. 


Star Hicronies Apple II parallel _ 

Quality: QHigh BStandard DDraft DText 

Huaber pages ? BHo DTop DBottoi 

Copies : l 1 1 Pwr feed 5 B Conti nuous_dCut Sheet 

Page range* BAH DFroa* | | To* | 

1 Print | Press 6P | Cancel \ Press <ESC> 


The Print dialog box contains option lines with settings for print quality, 
page numbering, number of copies, paper feed, and page range. To 
select settings: 

• If you're using a mouse, click on the box in front of the 
setting you want for each option. 

• If you're using keyboard controls, use the T and i 

keys to move from option line to option line and the —* and <— 

keys to move among settings. When a setting is activated, the 
box in front of it flashes. Press Return to choose the setting. 
When a setting is selected,a mark appears in the setting box. 

The names of the Printer and Printer interface card you've chosen in the 
Printer Setup command are displayed on the top line of the Print dialog 
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The second line lets you choose the print quality you want for your 
document. High is the highest quality mode; characters printed 
under High quality are darkest and have the greatest resolution and 
detail. Because of this detail, High takes the longest time to print 
Standard is the second highest quality print; it is a fine quality print 
mode for most of your printing needs and prints a page of text in 
about 2/3 the time of High quality. Draft is a lower quality mode 
which prints a light draft copy of your document; it prints slightly 
faster than Standard. 

Unlike the other three print modes. Text mode does not print 
MultiScribe documents as they appear on the screen; rather, Text 
prints documents with your printer's character set and does not print 
different fonts, sizes, or styles. It is by far the fastest print mode, 
however, as it uses your printer's own character set to print 
documents. If you need to print a MultiScribe document with a 
letter quality printer or with a special print mode on your printer, 
select this print quality setting. 

To choose print quality: 

• If you're using a mouse, click on the box in front of the 
print mode you want 

• If you're using keyboard controls, use the and 

<— keys to move to the print quality mode you want As you 
move the arrow keys, the box in front of the currently 
selected option will flash. When the print mode you want is 
flashing, press Return. 

When you choose a print quality mode, the box in front of the print 
mode you select is marked. 

The next setting lets you choose page numbering. You can choose 
to number your pages at the top right hand comer or centered at the 
bottom, or you can print your pages with no numbering at all. 

To choose the number of copies you want to print, click on the 
Copies input bar or press the T and i keys until the insertion 
point appears in the input bar. The preset value is 1. To enter a new 
value, use the Delete key to delete the old value and type in the 
number of copies you want to print 
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The Paper feed option allows you to print continuous copies, as 
with tractor feed on your printer, or cut sheet copies, as with a sheet 
feeder. If you choose Continuous, the entire document is printed at 
one time, with page feeds done automatically. If you choose Cut 
Sheet, one sheet is printed at a time; after each page is printed, a 
dialog box appears, prompting you to insert the next sheet of paper. 

The Page Range option allows you to specify a range of pages to 
print. If you choose ALL, all the pages in the document are printed. 
If you choose to specify a range of pages, select the setting box in 
front of From. The input bars are activated. Enter numbers for the 
first and last pages. 

Once you’ve specified the settings you want, click on the Print 
button or press (3P. 

Pressing the Cancel button or pressing the ESC key cancels the 
Print operation. 
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Print Merge 


The Print Merge command allows you to link document files and 
print the files as one long document 


File 


HEHO 

New 

6H 

Open... 

6J 

Save 

6S 

Save As... 

6A 

Save As Text... 1 

1 Print... 

6P 



Print Merge may be used at any time and is never dimmed. 

If you've made unsaved changes to your document, a dialog box 
appears when you choose Print Merge, asking if you want to save 
the current version of your document before proceeding with the 
Print Merge operation. Otherwise, when you select the Print Merge 
command, this dialog box appears. 


PATH: /NULTISCRIBE/ 


i nno 

BUSINESS.PLAN 


4 LETTER.MS 


LETTER.AP 

2 REPORT.NAY.86 

3 PRICING.DATA 
PARTY.WEEKEND 


midi Press 
I Drive 2M 


I Path 


Select 


IPeselect 


61 

Press 62 
Press 6P 


Press (RETURN) 
Press (DELETE) 


I Continue! Press (SPACE) 1 Cancel j Press (ESC) 


The Print Merge dialog box contains an input bar for PATH, a scroll 
window, buttons for path selection (Drive 1, Drive 2, Path), and 
buttons for selecting — and deselecting -- files to be linked for 
printing. 

The scroll window contains a list of all files in the current path 
(unless no path has been selected yet, in which case it will contain a 
message instructing you to select a path). Select the files, one at a 
time, that you want to link together for printing. To select a file, 
first click on the filename or scroll the list until the name of the file 
you want to select is highlighted; then click on the Select button or 
press Return. As you select each file, a number appears to the left 
of the file, telling you the order in which each file will be printed 
(the file with 1 beside it will be printed first, the file with 2 beside it 
will be printed second, etc.). 
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To deselect files from the print chain, first select the file you want to 
remove from the print chain by clicking on it or scrolling the list 
until it's highlighted; then click on the Deselect button or press 
Delete. The filename will be deselected and the remaining selected 
files will be renumbered accordingly. For example, if you had 
File A selected as the first file to be printed, FileB as the second, 
and File.C as the third and then deselected FileB , File.C would 
become the second file in the print chain and the number beside it 
would be changed from 3 to 2. 


Quit 


The Quit command lets you quit MultiScribe and exit to ProDOS. 


File 


MEND 

Hew 

dH 

Open... 

dJ 

Save 

dS 

Save As... 

dA 

Save As Text 


Print... 

dP 

Print Merge. 

. . 



If you’ve made unsaved changes to the current document, a dialog 
box appears, asking if you want to save the most recent version of 
the current document before quitting. 


Do you uish to save your file before 
Quitting? 

I Yes j Press Y I Cancel \ Press <ESC> 
I Ho | Press H 


If you click on the Yes button or press Y to choose Yes, the current 
document is saved, replacing the old version of the document on 
disk, and then closed. If you click on No or press N to choose No, 
the file is closed with your most recent changes unsaved. If you 
choose Cancel, the Quit operation is canceled and the current 
document remains open; otherwise the screen is cleared and 
MultiScribe exits to ProDOS. 
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Edit Menu 


Edit 


Cut 

6X 

Copy 

6C 

Paste 

dV 


On the Edit Menu you'll find commands to help you delete, copy, 
move, and replace blocks of text Each of the Edit Menu commands 
makes use of a disk file called the Clipboard, where cut or copied 
text is stored. The Clipboard remains on the disk even after you 
shut off your Apple. The last selection cut or copied to the 
Clipboard remains there until a new Cut or Copy is made. 


Cut 



The Cut command deletes selected text, rulers, and page breaks 
from a document and stores the deleted material on the Clipboard, 
replacing the Clipboard's current contents. 

This command may be used only when you have selected text, 
rulers, or page breaks and otherwise remains dimmed. 
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Copy 


The Copy command copies selected text, rulers, and page breaks to 
the Clipboard, replacing the current contents of the Clipboard 



This command may be used only when ytou have selected text, 
rulers, or page breaks and otherwise remains dimmed. 



The Paste command writes the contents of the Clipboard into your 
document at the insertion point. If the insertion point is at the end of 
a selection, the selection is replaced by the contents of the 
Clipboard The insertion point moves to the beginning of the pasted 
Clipboard material. 

The contents of the Clipboard are saved on disk and are not 
removed when you quit MultiScribe, so the Paste command is 
always usable and never dimmed on the Edit Menu. 
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Search Menu 


The Search Menu contains commands for finding specific text or a 
specific place in text. 


Search 


Find... 6F 
Replace... 6R 
Goto Page ft 6G 


Find 


Search 



The Find command searches for all the occurrences of a specified 
word, group of words, or part of a word in a document from the 
insertion point to the end of the document 


When you choose Find, a dialog box appears. 


Find< 

Mmmmm 



□Uhole Uord 

BPartial Uord 


□Case 

DIgnore Case 

| Find | 

Press 6F 

I Cancel | Press <ESC> 

. 1 




The Find dialog box contains an input bar for the text you want to 
locate, settings for Whole Word / Partial Word and Case / Ignore 
Case, and buttons for Find and Cancel. If you*re using a 
mouse, click on the input bar to enter text; click on the setting 
boxes to select settings. If you’re using keyboard controls, 

use the T and 1 keys to move among the input bar and option 
lines. Enter text in the input bar by typing, and select settings by 
pressing Return when the option box is activated by the cursor 
(when it's flashing). 

Enter in the input bar the sentence, phrase, word, or other text 
which you want to locate. You can enter up to 43 characters of text. 
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7 ■owftsv MkV* 

**•*» SfcfeS^ Minns* 

If you choose Whole Word, MultiScribe looks for every occurrence 
of the specified text as a distinct word. MultiScribe considers a 
distinct word to consist of a group of letters separated from other 
text by spaces, punctuation and other special characters, and 
numbers. MultiScribe would consider the following italic text to be 
distinct words: 

• MultiScribe is a word processor. 

• /word! 

• ( word) 

• Tword ; 

• \wordl 


If you choose Partial Word, MultiScribe looks for every occurrence 
of the specified text, whether it's a distinct word or part of a larger 
word or phrase. 

If you choose Case, the search is case-sensitive, meaning that 
MultiScribe is looking for text which matches the specified text 
exactly — including uppercase and lowercase letters. If you choose 
Ignore Case, on the other hand, MultiScribe looks for text that 
matches except with regard to case. 

When you’ve selected the settings you want, click the Find button 
or pressC5F. If MultiScribe fails to find text to match the specified 
word or phrase, a dialog box appears to tell you the specified search 
text was not found. 


Hone found. 

| OK | Press <RETURH> 
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If MultiScribe finds matching text, the text is highlighted and a 
dialog box appears. 


1 Find j Press 6F j Cancel j Press <ESC> 


The dialog box contains buttons for Find and Cancel. If you want 
to continue searching for occurrences of the specified text, click on 
Find or press (3F. If you want to stop the search, click on Cancel 
or press Esc. The specified search text remains in the input bar until 
you enter different text. 


Replace 



The Replace command searches for all the occurrences of a specified 
word, group of words, or part of a word in a document from the 
insertion point to the end of the document and gives you the option 
of replacing each occurrence of matching text with different text 

When you choose Replace, a dialog box appears. 


jFind* |dist^ 


a\ 

IIReplace with| diskette 

□ Mole Uord 

□Partial Uord 


□Case 

□ Ignore Case 


I Find | Press 6F 

I Cancel | Press (ESC> 



The Replace dialog box is much like the Find dialog box; it contains 
an input bar for the text you want to locate, an input bar for the 
replacement text, settings for Whole Word / Partial Word and Case / 
Ignore Case, and buttons for Find and Cancel. If you're using a 
mouse, click on the input bars to enter text; click on the setting 
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boxes to select settings. If you're using keyboard controls, 
use the T and i keys to move among the input bars and option 
lines. Enter text in the input bars by typing, and select settings by 
pressing Return when the option box is activated by the cursor 
(when it's flashing). 

Enter in the Find input bar the sentence, phrase, word, or other text 
which you want to locate. Enter in the Replace With input bar the 
text with which you want to replace the found text You can enter 
up to 43 characters of text in each input bar. 

The settings apply to the search. If you choose Whole Word, 
MultiScribe looks for every occurrence of the specified text as a 
distinct word. MultiScribe considers a distinct word to consist of 
a group of letters separated from other text by spaces, punctuation 
and other special characters, and numbers. MultiScribe would 
consider the following italic text to be distinct words: 

• MultiScribe is a word processor. 

• /word/ 

• ( word) 

• Iword; 

• IwordZ 

If you choose Partial Word, MultiScribe looks for every occurrence 
of the specified text, whether it’s a distinct word or part of a larger 
word or phrase. 

If you choose Case, the search is case-sensitive, meaning that 
MultiScribe is looking for text which matches the specified text 
exactly -- including uppercase and lowercase letters. If you choose 
Ignore Case, on the other hand, MultiScribe looks for text that 
matches except with regard to case. 

When you've selected the settings you want, click the Find button 
or press CiF. If MultiScribe fails to find text to match the specified 
word or phrase, a dialog box appears to tell you that no occurrences 
of the specified text have been found in the text from the insertion 
point to the end of the document 
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Hone found. 

I OK I Press <RETURN> 


If MultiScribe finds matching text, the text is highlighted and 
another dialog box appears. 



|Find Hext 

| Press 6F | Replace 

| Press 6R 
| Press 6A 

Replace, 
Find Hext 

j Press 6H *•£“ 

Cancel 

j Press <ESC> 



This dialog box contains buttons for Find Next, Replace, Replace Find 
Next, Replace All, and Cancel. If you want to replace the found, 
highlighted text with the specified replacement text, click on Replace or 
press C$R. If you want to replace the found text with 
the specified replacement text and find the next occurrence of the 
specified text, click on Replace, Find Next or press (3N. If you 
want to replace all occurrences of the specified text in the document 
with the specified replacement text, click on Replace All or press 
(3 a. If you want to find the next occurence of the specified text 
without replacing the currently highlighted text, click on Find Next 
or press C5F. 

Whenever you want to end the search, click on Cancel or press Esc. 

The specified search and replacement text remains in the input bar 
until you enter different text 
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Goto Page # 



The Goto Page # command moves the insertion point to the top of 
the page you specify. 

The Goto Page # command may be used at any time and never 
appears dimmed on the Search Menu. 

When you choose the Goto Page # command, a dialog box appears. 


Goto page nuiber= [~5j | 

| OK j Press <RETURH> | Cancel \ Press <ESC> 


The dialog box contains an input bar for the number of the page at 
which you want to set the insertion point and buttons for OK and 
Cancel. The input bar contains the number of the page on which the 
insertion point is currently located. To enter a new page number, 
use the Delete key to delete the current page number and then enter a 
new page number. When you've entered the new page number, 
click on the OK button or press Return. The insertion point is set at 
the beginning of the top line of the page you specify. 

Clicking on the Cancel button or pressing ESC cancels the Goto 
Page # operation. 
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Format Menu 


Fornat 


Insert Ruler 6Y 
Show Rulers 6H 
Insert Page Break 6- 
Set Page R... 6= 


The commands on the Format Menu let you define the page format 
of your document - line spacing, margin and tab placement, how 
text is aligned, where pages begin and with what number page 
numbering begins. 


Insert Ruler 



The Insert Ruler command places a ruler in your document at the 
insertion point and moves the insertion point and the text following 
it below the newly inserted ruler. If the insertion point is at the end 
of a selection, the selection is replaced by the ruler. 

When you choose Insert Ruler, the inserted ruler is a copy of the 
ruler immediately preceding the insertion point in your document 
All format settings on the new ruler will be set as they were on the 
preceding ruler. Choosing Insert Ruler automatically performs the 
Show Rulers operation, and all hidden rulers are shown along with 
the newly inserted one. 

The Insert Ruler command may be used at any time and never 
appears dimmed. 
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Show Rulers/ 
Hide Rulers 


The Show Rulers command allows you to see all rulers in a 
document Hide Rulers makes all rulers invisible while preserving 
their formatting effects on the text. 



Insert Page Break 6- 
Set Page #... 6 s 


Like the other commands on the Format Menu, the Show Rulers 
and Hide Rulers commands may be used at any time and never 
appear dimmed. Choosing Show Rulers puts Hide Rulers on the 
Format Menu in its place, and vice versa. Choosing Insert Rulers 
automatically performs the Show Rulers operation and replaces 
Show Rulers on the Format Menu with Hide Rulers. 


Insert Page Break 



The Insert Page Break command starts a new page at the insertion 
point, making the insertion point and the text following it appear at 
the top of the new page. Subsequent pages are renumbered 
automatically. 

Insert Page Break may be used at any time and never appears 
dimmed on the Format Menu. 

The place where you insert a page break becomes the border 
between the old page - all the text on the current page to the left of 
the insertion point when you select Insert Page Break — and the new 
page — all the text to the right of the insertion point You can still 
add text to the old page, however, the remaining space on the old 
page is automatically resized as you add and delete text from it 

You can select a page break by selecting the blank space created by 
the page break between the old and new pages. You can then cut, 
copy, paste, and delete the page break, or replace it with the 
Clipboard contents. 

A MultiScribe document can have a maximum of 32 pages, so you 
can't insert more than 32 page breaks into a single document. 
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Set Page # 



Insert Ruler 6Y 
Show Rulers 6H 
Insert Page Break 6- 



The Set Page # command lets you set the number of the first page in 
the document, renumbering all subsequent pages in the document 
accordingly. When you print the document, the page numbering 
will reflect changes you make with Set Page #. The page number 
character in the scroll bar elevator is readjusted to reflect a page 
change as well. 

The Set Page # command may be used at any time and is never 
dimmed on the Format Menu. 

When you select the Set Page # command, a dialog box appears. 


Heu page umber* 111 1 

I OK I Press <RETURH> 1 Cancel | Press <ESC> 


The Set Page # box contains an input bar for the new page number, 
an OK button, and a Cancel button. The input bar contains the 
current number of the first page in the document; the preset value is 
1. To enter a new page number, use the Delete key to delete the 
current value and type in a new number. When you've entered the 
new number, click on the OK button or press the Return key. 

Clicking on the Cancel button or pressing ESC cancels the Set Page 
# operation . 
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Font Menu 


Font 


/HEHIHGUAY 
MILTOH 
CHEKHOV 
DAHTE 
ASIHOV 
CHAUCER 
SHAKESPEARE 
MICHELANGELO 
UORDSUORTH 
MARK.TWAIN 


The Font Menu displays the names of the first 16 fonts on your 
MultiScribe disk and lets you choose fonts for selected text or for 
text to be typed in at the insertion point The preset font is 
Hemingway. 

The fonts are displayed on the Font Menu in the order in which they 
were created and saved to disk. When you choose a font, a check 
mark (v) appears beside that font on the Font Menu. If you 
move the insertion point to a different font in text, the font where the 
insertion point is positioned is the chosen font and is checked on the 
Font Menu. If selected text is all of one font, that font is checked on 
the Font Menu; otherwise the first font in the selection is checked. 

If you use the mouse to position the insertion point between text of 
two different fonts, the chosen font is the first of the two fonts. If 

you use the —» key to position the insertion point between text of 
two different fonts, the font to the left of the insertion point is the 
chosen font. On the other hand, if you use the <— key to position 
the insertion point between two different fonts, the font to the right 
of the insertion point is the chosen font 

When you cut or copy text, the text retains its font along with its 
style and size. 

For information on adding and deleting fonts, see Appendix D, 
"Managing MultiScribe Fonts With The ProDOS Filer." 
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Size Menu 


Size 


ft 1.1 
X l.S 
X 2.0 
X 2.5 
X 3.0 


The Size Menu contains font scaling options for enlarging the size 
of characters from 1 to 3 times the base size of the font 

When you choose a font size, selected text or text typed in at the 
insertion point is automatically enlarged to the base font size of the 
characters times the specified size. The size you choose is checked 
on the Size Menu. To return the selected text to the base size of its 
characters, choose X 1.0 from the Size Menu. 

The maximum size for any character in MultiScribe is 75 points. If 
you try to scale a font to a size greater than 75 points — if you try to 
resize 28 point characters with x3.0, for example - MultiScribe will 
automatically scale down the characters to the next allowable size, 
leaving the chosen size checked on the Size Menu. 

If you move the insertion point to a place in text with a different 
size, the size where the insertion point is placed is the chosen size 
and is checked on the Size Menu. If selected text is all of one size, 
that size is the chosen size and is checked on the Size Menu. 
Otherwise, the size of the first character in the selection is the 
chosen size. 

If you use the mouse to position the insertion point between text of 
two different sizes, the chosen size is the size of the character 

preceding the insertion point. If you use the —» key to position the 
insertion point between text of two different sizes, the size of the 
character preceding the insertion point is the chosen size and appears 

checked on the Size Menu. If you use the key to position the 
insertion point between text of different sizes, the chosen size is the 
size of the character to the right of the insertion point 

When you cut or copy text, it retains its size as well as its style and 
font 
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Style Menu 


Italics 61 
Underline 6U 
6U 

MBIIgis 60 

Subscript 6L 
Superscript 6H 

UPPERCASE 

lowercase 


The Style Menu contains options for changing the style of text, 
letting you choose a style or combination of styles for selected text 
or for text to be typed in at the insertion point The preset style is 
Plain. 

When you choose a style, a check mark (V) appears beside the style 
on the Style Menu. You can mix styles in any combination you 
wish; as each new style is chosen, it appears checked on the Style 
Menu. The only styles which cannot be used in combination with 
other styles are Plain, which removes all other styles, and 
Uppercase/Lowercase and Subscript/Superscript, which are 
mutually exclusive and never appear checked at the same time on the 
Style Menu. 

You can deselect a style if that style alone has been chosen - by 
choosing the checked style again. Once you’ve combined styles, 
however, the only way to remove a style is to choose Plain, thereby 
removing all styles. 

If you move the insertion point to a place in text with a different 
style, the style where the insertion point is positioned is the chosen 
style and is checked on the Style Menu. If selected text is all of one 
style, that style is the chosen style and is checked on the Style 
Menu; otherwise the style or combination of styles of the first 
character in the selection is the chosen style or style combination. 

If you use the mouse to place the insertion point between text of two 
different styles, the chosen style is the style of the character 

preceding the insertion point. If you use the —> key to position the 
insertion point between text of two different styles, the style of the 
character preceding the insertion point is the chosen style and 

appears checked on the Style Menu. If you use the «— key to 
position the insertion point between text of two different styles, the 
chosen style is the style of the text to the right of the insertion point. 

When you cut or copy text, it retains its style as well as its font and 
size. 
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CHAPTER 5: LEARNING FONTEDITOR 


The easiest way to learn something is by doing it. In this chapter you’ll 
learn how to create and edit fonts by creating your own new font, which 
youll be able to use with MultiScribe. First there’s a discussion of 
MultiScribe fonts -- what they are and how they let you stylize word 
processing documents. This is followed by a section on Getting Started , 
which will explain, step by step, how to start up FontEditor and create a 
new font. The next sections, Choosing A Character To Edit f Editing 
Characters , and Changing The Dimensions Of A Character will show you 
the basics of editing individual characters. The final sections, Saving Your 
Font , Opening A Font For Editing , and Closing Fonts , discuss procedures 
for managing and maintaining entire fonts. 



About 

MultiScribe 

Fonts 


The word font was originally a typesetter's term for a set of printing 
type of one style and size. MultiScribe fonts are also character sets 
— stored as files on a floppy disk. Unlike old-fashioned printers' 
fonts, however, MultiScribe fonts can be altered, customized to suit 
your needs -- with FontEditor. 

A MultiScribe font typically consists of 96 characters, and includes 
both uppercase and lowercase letters, numbers, and punctuation 
marks and other special characters. Usually there is a 
correspondence between the characters displayed on the keyboard 
keys and the characters in a font: when you press the A key, for 
example, an "a" or "A" is usually displayed on the screen. 

One of the great strengths of MultiScribe, however, is the flexibility 
of its treatment of fonts. There are no rules which dictate that the 
character which appears on the screen when you press the A key 
must be an "a” or an "A.” It could be an Arabic or Chinese 
character, an Egyptian hieroglyph or Nordic rune, a musical 
symbol, a picture, or a character for printing borders. You'll have a 
greater grasp of the power of MultiScribe if you think of a 
MultiScribe font as simply a set of any 96 characters. 

Before you begin to learn FontEditor, there are a few terms which 
you should know. These terms describe certain characteristics of all 
MultiScribe fonts. These characteristics may be divided into 2 
categories: those which apply to the entire font, and those which 
apply to individual characters. 

Characteristics which apply to the entire font are: 

• the fontname; 

• the point size and height of the font; 

• the font’s ascent; 

• the font's descent. 
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A MultiScribe fontname may be any unique name which follows the 
ProDOS conventions for filenames: 

• fontnames can consist of no more than 15 
characters; 

• the first character of a fontname must be a 
letter; 

• all other characters must be letters, 
numbers, or periods (no other punctuation 
marks or spaces). 

A MultiScribe font is usually named after a writer who calls to mind 
the unique characteristics of that font. The Medieval English-style 
font is called Chaucer , for example. This is a handy device for 
remembering the differences between fonts -- and appropriate for a 
program called MultiScribe ~ but don't feel bound by it You can 
give your fonts any name which follows the ProDOS rules outlined 
above. Be careful when naming fonts, however, that you don't 
give a font the same name as another font or file on the disk. (See 
Appendix C: "MultiScribe File/Disk Organization" for a list of the 
files that come on your MultiScribe disk.) 

Font size is usually measured in points. A point is a typographic 
term for 1/72 of an inch. Not coincidentally, this is the approximate 
size of a dot produced by a dot-matrix printer. If you own a dot¬ 
matrix printer, such as an Apple Imagewriter or Epson FX-80, you 
probably know that dot-matrix printers form characters as grids of 
1/72 inch printed dots (hence the name dot-matrix). To produce the 
letter "E," for example, a dot matrix printer might print a 9 x 6 grid 
with the following dot pattern: 
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MultiScribe fonts are formed in a similar way. Each character in a 

font is a matrix of 1/72" dots. On the screen these dots are called 

_ ! _ 1 _ 



If a font contains alphanumeric characters, all the uppercase 
characters in that font rest on the same imaginary line, called the 
base line of the font The distance from the base line to the top of 
the tallest character in a font is called the ascent of that font. Certain 
lowercase letters, such as j and y, hang below the base line and are 
called descenders. The distance from the base line to the bottom of 
the lowest descender in a font is called the descent of that font. The 
height of a font is the sum of the font's ascent and descent, or the 
distance from the top of the tallest character in the font to the bottom 
of the lowest descender. The font height determines the point size 
of the font: a font with a height of 10 pixels is called a 10 point font, 
a font with a 12 pixel height is a 12 point font, etc. 

Base line, ascent, descent, and height are all font attributes which 
apply to every character in a font There are three font 
characteristics which apply to individual characters in a font These 
are: 

• character width, the number of rows of filled pixels 
used to form a character; 

• character spacing, or the number of rows of blank 
pixels used to separate a character from other characters in a 
font; 

• total width, the sum, in rows of pixels, of a 
character's spacing and character width. 
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Most word processors use character sets in which characters are all 
based on the same matrix. To a large extent, the shapes of 
individual characters are determined by the dimensions of this 
matrix. If, for example, a wide character, such as a "W," and a thin 
character, such as an "i," are both based on the fixed dimensions of 
the same matrix, the "W" will appear compressed while the "i" will 
contain excessive blank space. 



MultiScribe fonts, on the other hand, use proportional spacing, 
which means that character width and spacing are determined by the 
shape of a particular character. In MultiScribe’s Dante font, for 
example, the exclamation point has a total width of 5 pixels, while 
the "M" has a total width of 14 pixels. 

There are many advantages to proportional spacing. First, with 
proportional spacing, you can create more detailed characters, 
because you’re not confined to dimensions designed to accomodate 
the average shape of characters in a font. You can space characters 
precisely according to their shapes. This means that thin characters, 
like l’s and i's, aren’t surrounded by a disproportionate amount of 
blank space. Furthermore, proportional spacing can save you room 
on disk and in memory, since you’re not having to save excess 
space between thin and wider characters. 
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Getting Started 


Now that you know all about MultiScribe fonts, let's do some 
experimenting. 

First, you'll enter FontEditor from MultiScribe. 

=> Choose FontEditor from the MultiScribe 
<3 Menu. 

A dialog box appears. 


Insert side 1 of the MultiScribe disk. 

I OK \ Press <RETURH> | Cancel | Press <ESC> 


=> Turn your MultiScribe disk over so that side 1 
is facing upward. Insert the disk in your disk 
drive and close the drive door. 

=> Click on the OK button or press the Return key. 

The FontEditor menu bar and a blank screen appear. 

A File Edit tests* Font Size 
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Next, you're going to create your very own font. 

=> Choose New from the File Menu. 

A dialog box appears. 


|Heu font nine : | 

Zl 

fir- 

| Press <RETURH> I Cancel 

| Press <ESC> 


Before you can create a font, you must name it The reason for 
this is that FontEditor allows you to have many fonts open at 
once, and things can get confusing if some of the open fonts 
don’t have names. 

=> Type My.Font as the name for the font you are 
about to create. 


| Hew font nm ; HY.FOHT] 1 

| QIC j Press <RETURH> 1 Cancel j Press <ESC> 
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Using the Delete 
Key 


Carriage 
Returns: The 
Return Key 


The Delete key moves the cursor backwards, removing text one 
letter at a time from your screen. Use the Delete key to delete 
mistakes. 

If You're Using A Mouse 

=> Position the I-beam at the end of the fifth 
sentence and click the mouse. 

If You're Using The Keyboard 

=> Use the arrow keys to move the cursor to 
the end of the fifth sentence. 

=s > Press the Delete key until the entire sentence 
is deleted. 

The cursor moves backwards, deleting text one letter at a time. 
MultiScribe word wraparound readjusts the paragraph. 

The Return key is used to end paragraphs, skip lines, and when 
typing text which ends before the right margin. 

If You're Using A Mouse 

=> Position the I-beam at the end of the 
paragraph and click the mouse. 

If You're Using The Keyboard 

=> Use the arrow keys to move the cursor to 
the end of the paragraph. 
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The first thing you probably notice as you look over the 
FontEditor screen is that the letter "A" is the letter in the Edit 
and Style windows as well as the letter highlighted in the Font 
Window, and — along with both Shift keys — on the Keyboard 
Map. Whenever you start up FontEditor, "A" is the default 
character in each of the windows. 

The font which appears in the Font Window when you select 
the New command is called the Base Font, because you’ll build 
upon it in creating your new font It is put there simply to 
remind you which characters usually appear in which positions 
in a traditional microcomputer character set 
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Choosing A 
Character To 
Edit 


1. Selecting A 
Character On 
The Keyboard 
Map 


To begin editing a character, you must do two things: 

• first, you must select the character you wish to edit on the 
Keyboard Map; 

• second, you must place that character in the Edit Window. 
You'll begin by selecting the character "B" on the Keyboard Map. 

=> If you’re using a mouse, click on the "B” key on 
the Keyboard Map. 

=> If you're using keyboard controls, 

simultaneously press the "B” key and the Shift 
key on your keyboard. 

The ”B” key on the Keyboard Map is highlighted, and a 
blinking box highlights the "B” character in the Font Window. 

Notice, however, that the character in the Edit and Style 
windows is still "A." You 11 soon see why when we discuss 
placing a character in the Edit Window below. Before you 
move on to the Edit Window, however, you'll want to see how 
the Keyboard Map handles lowercase letters and special 
characters generated by the Shift key. 

=> If you’re using a mouse, click on the Shift key 
on the Keyboard Map. 


=> If you're using keyboard controls, make sure 
that the "Caps Lock” key is in its up, inactive 
position, and press the "B” key only. 

Tlie "B" key on the Keyboard Map is still highlighted, but the 
blinking cursor in the Font Window is now on the lowercase 
b. 
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=> If you're using a mouse, click on the "1" key on 
the Keyboard Map. 

=> If you're using keyboard controls, press the "1" 
key on your keyboard. 

The blinking box in the Font Window now highlights the 
character "1." 

=> if you're using a mouse, click on the Shift key 
on the Keyboard Map. 

=> if you're using keyboard controls, hold down 
the Shift key on your keyboard and press the 
”1” key. 

The blinking cursor is now positioned over the "!" character in 
the Font Window. 

As you may have noticed, selecting a character dn the keyboard Map 
works differently depending on whether you're using a mouse or 
not 

If you're using a mouse, the Shift key on the Keyboard Map 
works like an on/off switch. When you Click the Shift "switch" on: 

• The Shift key symbol on the Keyboard Map appears 
highlighted. 

• The currently selected key or any key you on which you 
click will select the character which is the equivalent of that 
key pressed simultaneously with the Shift key. 
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If you click on the Shift key and then click on an alphabetic 
character, the character selected will be the uppercase character. If 
you click on the Shift key and then any other key, such as a number 
or punctuation mark, the character selected will be the character 
represented on the top of the key. The opposite is also true. When 
you click the Shift ’'switch’' off, the Shift key on the Keyboard Map 
returns to its normal, unhighlighted state and the selected character 
in the Font Window is a lowercase character or the character 
represented by the bottom character of the currently selected key. 


If you’re using keyboard controls, the character you select 
will be the character represented by the keyboard key you press. If 
the "Caps Lock" key is in its depressed, active position (or if you're 
holding down the "Shift key") and you press the "A" key, the "A" 
character in the Font Window will be highlighted, indicating that 
"A" is the selected character. If, however, the Caps Lock key is 
pressed down, and you press the ”7' key on your keyboard, the ”7' 
and not the will be the highlighted character in the Font 
Window. On the other hand, if you hold down the Shift key and 
press the "7' key, the character becomes the highlighted 
character in the Font Window. 

=> If you're using a mouse , try clicking on each 
key on the Keyboard Map with the Shift key 
both on and off. 

Notice what happens when you click on special characters, like 
the "Delt" or "Contr” keys. 

=> If you're using keyboard controls , press each of 
the keys on your keyboard with and without the 
Shift key and with and without the Caps Lock 
key pressed down. 

Notice the effects of each key press on the character highlighted 
in the Font Window. 

When you feel comfortable selecting characters, go on to the next 
section to learn how to place your selected character into the Edit 
Window. 
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2. Placing The 
Selected 
Character In 
The Edit 
Window 


When you first selected the "B" key a few pages back, you may 
have been surprised to see that your selection did not change the 
character in the Edit and Style windows, which remained an " A." 
That’s because you must place the selected character in the Edit 
Window with the Get Character command 

There are three ways to place a character in the Edit Window with 
the Get character command: 

• choosing Get Character from the Design Menu with the 
mouse; 

• choosing the Get Character command with the ESC and 
arrow keys; 

• pressing C5G. 

=* Select the character M B" by clicking on the Shift 
and "B” keys on the Keyboard Map, or press 
Shift-B on your keyboard. 

M B" is the selected character in the Font Window. 

=> Choose Get Character from the Design Menu or 
press C5G on your keyboard 

"B" becomes the character in the Edit and Style Windows. 

Congratulations! Now you know how to select a character from 
the Font Window and place it in the Edit Window for 
modifications. 

You’ll probably want to practice selecting characters and placing 
them into the Edit Window before you go on to the next section, 
where youll learn how to Edit characters and put your 
modified characters back into the font. 
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Editing 

Characters 


1. Getting Started 


When newspaper editors edit copy, they change letters, words, 
sentences, paragraphs; they throw out some parts of a story and 
rearrange others parts; they decide which stories go where on the 
page. When you use a word processor like MultiScribe to edit a 
document, you do much the same thing: you cut, copy, and paste 
sentences and paragraphs; you change the style of certain characters 
and words; you use rulers to format the layout of a page. In both 
cases text is modified, fashioned to the user's needs. 

FontEditor also edits text, but on what you might call a microscopic 
level; you're actually modifying and rearranging the way individual 
characters look. With FontEditor you can be the typographer as 
well as the printer. 


You'll begin editing with the letter "A". 

=* Select the letter ”A” by clicking on the "A" 
Keyboard Map key or pressing Shift-A on your 
keyboard. 


=* Place "A” Into the Edit Window by choosing Get 
Character from the Design Menu, or pressing 
C$G. 


"A" is now in the Edit Window. 

Editing characters with FontEditor can be done two ways: with 
the mouse, and with the apple and arrow keys. You can also 
combine the two methods, so if you're using a mouse, you'll 
probably want to read both sections 2 and 3 below. If 
not, you'll probably only want to read section 3 . 
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2. Editing 

Characters With 
The Mouse 


=> Use the mouse to guide the pointer into the 
Edit Window. 



The arrow pointer changes to a cross. 


=> Use the mouse to move the cross pointer into 
the matrix of dots in the upper left hand corner 
of the Edit Window. 

Notice how the cross pointer becomes inverted when you place 
it on a dot The dots in the character grid represent blank 
pixels. For the purposes of this manual, blank pixels will be 
called dots; filled pixels will be called pixels. 

=> With the mouse, move the cross pointer to the 
far right dot on the top row. 

=> Move the pointer so that the intersection of the 
vertical and horizontal lines of the cross rest 
on top of the dot. 
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The dot appears as an inverted dot in the center of the cross. 

=* Click the mouse button once. Try not to move 
the mouse as you click. 

=* After you click, move the pointer. 

A dark square appears in place of the dot This dark square 
represents a pixel. A dark spot now appears in the 
upper right comer of the six characters in the Style Window. 

=> Use the mouse to position the pointer on top of 
the pixel you just created. 

=> Click the mouse button once. 

The pixel disappears. In its place is the dot 

=> Move the cross pointer to other dots and 
practice creating and removing pixels. 

Notice how the characters in the Style Window change each 
time you click the mouse button. 

=> Position the pointer on the upper right corner 
dot again. 

=» Press the mouse button and hold it down as 
you drag the mouse in a straight line down the 
far right row of dots. Release the mouse button. 

As you drag the mouse, the column of dots is replaced by a 
column of pixels. As you press down the mouse button and 
drag the mouse, each dot the pointer crosses becomes a 
pixel. When you release the mouse button, the changes you 
have made in the Edit Window are displayed in the Style 
Window. 
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=> Position the pointer in the far right column of 
the bottom row. 

=» Press the mouse button and hold it down as 
you drag the mouse in a straight line up the far 
right row of pixels. Release the mouse button. 

The column of pixels is restored to a column of dots and the 
"A" is restored to normal. 
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3. Editing 

Characters With 
The Apple And 
Arrow Keys 


So far, no mention has been made of the blinking dot in the 
far left column of the top row. This dot becomes important 
only when you want to use the keyboard to edit characters. 

=> Press the -> key. 

The blinking dot moves one dot to the right 

=> Press the 4- key. 

The blinking dot moves back into the far left column. 

=> Press the 1 key. 

The blinking dot moves down one row of dots. 

=> Press the T key. 

The blinking dot moves up one dot into the top row. 

=> Press the key and hold it down. 

The blinking cursor moves from left to right until it reaches the 
far right column of a row. It then "wraps around" by dropping 
down a line and starting at the far left dot on the next row, 
moving to the right again. When you reach the far right dot on 
the bottom row, the dot wraps around to the far left dot on the 
top row. 

=> Now press the 4- key and hold it down. 

The blinking cursor moves from far right to left until it reaches 
the far left column, at which point it moves up one line and 
starts moving to the left from the dot in the far right column. 

=> Try pressing and holding the T and l keys. 

Unlike the 4— and—» keys, the T and i arrow keys 
don't wrap around to the right and left. 
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=> Use the arrow keys to move the blinking dot 
over the pixel on the top row which forms the 
top of the "A." 

=> Press the (3 key. 

The pixel disappears and is replaced by a dot 
The "A" characters in the Style Window are altered. 

=> Press the * key. 

The pixel is restored. The "A” characters in the Style Window 
are restored to normal. 

Pressing the ft key places a pixel on the point occupied by the 
flashing dot Pressing the (3 key removes a pixel on the point 
marked by the flashing dot 

Next, you’ll use the FontEditor to change the "A" character. 
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4. Changing A 
Character 


Using either the mouse or the apple and arrow 
keys, remove the two pixels on the second row 
of dots from the top of the Edit Window. 



=> Add one pixel to the top of each of the vertical 
lines that make up the sides of the "A." 



=> Now place one pixel on each side of the lone 
pixel on the top row. 



Congratulations -- you've used FontEditor to change an old 
character into a new one. 
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So far, you've learned how to: 


5. Putting A 
Character 
Back Into 
The Font 


V select a character for editing; 

V place a selected character into the Edit Window; 

V use the mouse or keyboard to edit a character. 

Now that you've edited a character, it’s time to leant how to put 
your modified character back into the font 

=> Choose Put Character from the Design Menu or 
press C5P on your keyboard. 

As you can see in the Font Window, the "A" character which 
you've just created replaces the old "A" in the font 
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6. The Edit Menu 
Commands: 
Undo And Clear 


There will be times when you don't like the changes you've 
made to a character. When you want to restore a character to 
the way it was before your last modification, you'll use the 
Undo Command. 

Select the number "7” on the Keyboard Map 
and place it in the Edit Window with Get 
Character. 

Using the mouse or the apple and arrow keys, 
draw a row of pixels through the center of the 
"7." 

If you're using a mouse, press down the button and hold it 
down as you draw, releasing it when the line is drawn. 



On second thought, maybe the "7' looked better without the 
dash through it. 

=> Choose Undo from the Edit Menu or press c3Z 
on your keyboard. 

If you're editing with a mouse, the Undo Command will 
undo any changes you make to a character from the time you 
press the mouse button down to start editing to the time you 
release the mouse button. 
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If you’re editing with the arrow and apple keys* the 
Undo Command will undo any changes you have made to a 
character since the last time you performed any action besides 
character editing. 

Now that the ”7' is returned to normal, you may decide that it 
looked better with the dash. 

=> Again, choose the Undo command or press (3Z. 

The "T appears in the Edit Window. 

The Undo Command always restores the character in the 
window to the way it was before the last command you chose. 
If the last command you chose was Undo, a second Undo will 
restore the character to the way it was before you performed the 
first Undo. 

There will be times when, even after using the Undo 
Command, you are still dissatisfied with fie changes you've 
made to a character and you just want to start all over with the 
character. If you’re editing an existing font, you'll want to use 
the Get Character command to place the unchanged character 
into the Edit Window and begin again. If you're creating a 
font, however, you may want to clear the Edit Window of 
pixels completely using the Clear command. 

=> Choose the Clear command from the Edit Menu 
or press C5C on your keyboard. 


The Edit Window is cleared of pixels and a blank character 
appears in each of the windows in the Style Window. 

181 CLEARING THE EDIT WINDOW 














7. Commands 
That Modify 
An Entire 
Character 


So far, all the editing you’ve done to characters has been pixel 
by pixel. FontEditor also has commands which allow you to 
modify an entire character at once. These commands are on the 
Design Menu. 

You've already used two of the commands on the Design Menu 
— Get Character, which places a selected character in the Edit 
Window, and Put Character, which places a character in the 
Edit Window back into the Font. The remaining commands on 
the Design Menu are of two types: Shift Commands and Flip 
Commands. 


=s> Select the character "R" and place it in the Edit 
Window with the Get Character command. 

=> Choose Shift Up from the Design Menu or 
press C3[ on your keyboard. 


The entire "R" character is shifted up one row of pixels. The 
top row of pixels forming the ”R" wraps around to the bottom 
row. 

Notice how the characters in the Style Window are affected. 

=> Choose Shift Down from the Design Menu or 
press (31 on your keyboard. 

The entire ”R" character is shifted down one row of pixels. The 
”R" is restored to normal. 
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=> Choose the Shift Left command or press <3; on 
your keyboard. 



The ”R" is shifted one column of pixels to the left The two 
leftmost characters of the "R" are now in the far left column of 
the matrix. 

=> Choose the Shift Left command or press O; 
again. 



The far left column of pixels forming the "R” wraps around to 
the far right column. 
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Choose the Shift Right command or press <31 
on your keyboard. 



The far right column of pixels wraps around to the leftmost 
column as the rest of the "R" shifts one column of pixels to the 
right 

=> Choose the Shift Right command or press <31 
again. 



The entire "R" is shifted to the right one column of pixels, 
leaving the "R" as it was when you started. 


r 




You may have noticed that the (5 key Shift commands are 
located in a directional diamond on die keyboard. This makes 
it easy both to remember the keyboard Shift commands and to 
use them. 
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The remaining commands on the Design Menu are the two Flip 
Commands. 

=> Choose Flip Vertical from the Design Menu or 
press CSV on your keyboard. 



The ”R" in the Edit Window is turned upside down, as are all 
the "R" characters in the Style Window. 

=> Choose the Flip Vertical command or press c3V 
again. 


The "R" is again flipped vertically and is returned to normal. 

=» Choose the Flip Horizontal command or press 
C3H on your keyboard. 



A reverse-horizontal, mirror image of the "R" character appears 
in the Edit Window. 

=> Choose the Flip Horizontal command or press 
C5H again. 

The "R" is again flipped horizontally and appears restored to 
normal. 
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Changing The 
Dimensions Of A 
Character 


1. Changing A 
Character's 
Width 


MultiScribe allows you to adjust the height and width of 
characters with the commands Change Font Height, Character 
Wider, and Character Narrower. These commands are to be 
found on the Size Menu. 

In the section "About MultiScribe Fonts" we mentioned that one 
of the great advantages of MultiScribe's treatment of characters 
and fonts is its use of proportional spacing. Proportional 
spacing, you may recall, lets you create characters of different 
widths and adjust the spacing between characters accordingly. 

Most word processors simply output to printers which use 
character sets in which each character is built on a grid or matrix 
of the same dimensions. An "!" and a "w" must occupy the 
same space, so the "w" appears somewhat crushed when 
printed, whereas too much blank space surrounds the 
exclamation point. 

MultiScribe, on the other hand, pints fonts using your printer's 
graphics mode, so each MultiScribe character can have its own 
unique width and spacing. 


To change the width of a character you'll use the Character 
Wider and Character Narrower commands. 


=> Choose the Character Wider Command from 
the Size Menu or press <3= on your keyboard. 

An extra column of dots is added to the far right side of the 
character grid in the Edit Window. Because each of these dots 
can be edited to become pixels, you’ve just increased the 
character width by one pixel. 

Using the Character Wider Command, you can increase the 
width of a character up to 24 pixels. 
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=> Choose the Character Narrower command from 
the Size Menu or press (3- on your keyboard. 


The extra column of dots you just added has been removed, 
reducing the character width by one pixel. 


The keys used in conjunction with the (3 key to produce 
Character Narrower (C5-) and Character Wider (<3=) are located 
next to one another on the keyboard. Character Narrower is 
associated with the minus sign, whereas the Character Wider 
Command is associated with the "=" key, which has the plus 
sign ("+”) as its Shift character. 
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1. Changing the 
Height of a Font 


While the characters in a font can have their own unique width, 
they must all share the same height. To change the height of a 
character or group of characters in a font, you must change the 
height of the entire font 

Choose Change Font Height from the Size 
Menu. 

A dialog box appears. 


Font height 8 114) | Font base line 1 113 | 

I OK j Press (RETURN) I Cancel j Press (ESC) 


The dialog box contains input bars for font height and base line. 
The input bars contain the current font height and base line 
values. 

=> Change the Font Height value to 12. Click on 
the OK button or press the Return key. 

Two additional rows of dots appear underneath the character in 
the Edit Window, and the characters in the Font Window have 
increased in height You've just increased the vertical size of 
your font 

Notice, however, that the base line marker in the Edit Window 
has not been changed. 

=> Choose Change Font Height from the Size 
Menu again. 

Once again, a dialog box appears on the screen. 
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Saving Your 
Font 


=> Click on the Font base line input bar or press 

the -» key to move the cursor to the Font base 
line input bar. 

=> Change the Font base line value to 0. Click 
on the OK button or press the Return key. 

The Font base line marker is changed and appears closer to the 
bottom of the Edit Window. 


When it comes to saving your work, treat MultiScribe fonts and 
documents with the same care -- save to disk often. Saving 
takes only a few moments and can often save you hours of 
work, especially in the event of a power failure or interruption. 

=> Choose Save from the File Menu or press C3S. 

A dialog box appears because the Save Command can't be 
completed without additional information. 


1 !»"■_ ll 

[nAHE: NY.FONT 11Drivel 

| Press 61 

| Save | Press <?ETMH> | Drive 2 

Press 62 

| Cancel | Press <ESC> | Path 

Press 6P 


1 


The Save button on the dialog box is disabled because you must 
specify the path to which the font is to be saved. 

=> Click on the Drive 1 button or press (31. 

The disk drive whirs and the pathname of the disk in drive 1 
appears in the PATH input bar. 
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=> Click on the Save button or press Return. 

Your font is stored on disk and the dialog box disappears. 

Now you’ve given your font a name and saved it on disk. The 
next time you save your font, FontEditor will automatically save 
this font under the name "My .Font" and on the path you 
specified. 

=> Choose Save from the File Menu or press C5S. 

A message box appears, telling you that FontEditor is saving 
your font, and the name under which it is being saved. 

If you want to save your font on a different path or under a 
different name, use the Save As command and input the new 
pathname and fontname for your font 


Hou saving “SHAKESPEARE" 
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Opening A Font 
For Editing 


The FontEditor Open Command is very flexible. It allows you 
to open several fonts at one time. In fact, you can open as many 
fonts as you have room for in memory. What's more, you can 
open a single font several times, thereby creating duplicates of 
that font in memory. 

The fonts which come with MultiScribe are all located on Side 2 
of your disk. The only font on Side 1, the FontEditor side of 
your disk, is the font you just created and saved, "My.Font," 
which is still open and displayed on the FontEditor screen. 

Let's use the FontEditor Open Command to look at some other 
fonts. 

=> Remove the disk from your disk drive, turn it 
over, and insert Side 2 into the drive. Close 
the drive door. 

=> Choose the Open command from the File 
Menu. 


A dialog box appears. 



PATH: /MULTISCRIBE/ 



7 

1 Drive 1 | Press 61 


STANDARD.80 

UORDSUORTH 


JH Press 62 


HARK.TUAIK 

MILTON 

DANTE 


] Press 6P 



Open | Press <RETURN> 


ASIMOV 

7 

I Cancel | Press <ESC> 

II- 

— 



Because you last saved to the drive 1 path, FontEditor reads the 
disk in drive 1 and displays the fonts it finds there in the scroll 
window of the dialog box. 


=> Scroll the list in the scroll window by clicking 
on the scroll arrows or using the i and T keys. 
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The highlighted bar scrolls down through the list of fontnames 
until it reaches the bottom of the list As each fontname is 
highlighted, that font is selected. You can also select fonts by 
using the mouse to place the pointer on the fontname and 
clicking. 

=> Select the font "Shakespeare" and click on the 
Open button or press Return. 

The dialog box disappears and the Shakespeare font is now 
displayed in the Font Window. 

Note, however, that the letter in the Edit Window is the "R" 
character from "My .Font" Until you choose the Get Character 
command, the last character you selected and placed in the Edit 
Window stays there, even when you open a new font. This 
allows you to move characters from one font into a different 
font. 

=> Choose the Put Character command or press 
C3P- 

The "R" from "My .Font" is placed in the Shakespeare font. 

Don't worry -- you haven't ruined your Shakepeare font. Your 
fonts remain unchanged on disk so long as you don’t modify 
them and save your changes. 

You may be wondering what's happened to "My.Font" 

=> Pull down the Font Menu. 

The Font Menu contains two items: "My.Font" and 
"Shakespeare." There is a check mark(v) beside Shakespeare, 
which means that it is the font currently selected, the font which 
appears in the Font Window. The font last opened remains the 
selected font until you choose a different font on the Font 
Menu. 
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Closing Fonts 


=> Pull down the Font Menu and choose 
"My.Font." 

"My.Font" is now the font in the Font Window and a check 
mark (V) appears beside "My.Font" on the Font Menu. 


As you’ve chosen commands from Save and Open, you've 
probably noticed that the Quit Command is disabled and appears 
dimmed. Before you can quit FontEditor and return to 
MultiScribe, you must close all open fonts. 

=> Choose the Close command from the File 
Menu or press (3K. 


Because you've made changes to My .Font — you put a 
character back into the font and changed the font's height -- a 
dialog box appears, asking if you want to save your font 


Do you wish to SAVE your file before 


closing it? 

| Yes 

| Press Y I Cancel| Press <ESC> 

I Ho 

^ Press H 


=> Since you've already saved "My.Font" on the 
other side of the disk, click the No button or 
press N. 


"My .Font" disappears from the Font Window and the Font 
Menu. 

Before you can quit, however, you must still close the 
Shakespeare font 


193 CLOSING FONTS 





=> Choose Close from the File Menu or press C3K. 

You're again asked if you'd like to save the changes you've 
made to the Shakespeare font 

=> Click the No button or press N. 

The FontEditor screen is cleared, leaving only the Menu Bar. 


Leaving 

FontEditor 


There are two ways to leave FontEditor: to return to MultiScril 
with the MultiScribe command, and to quit to ProDOS with th< 
Quit command. 


1. To Return To 
MultiScribe 


Choose MultiScribe from the <3 Menu. 

The MultiScribe title screen appears, asking you to insert side 2 
of the disk into the drive, and press Return. 

insert side 2 of your MultiScribe disk into the 
drive and press Return. 

The MultiScribe screen appears. 


2. To Quit 
FontEditor 


Choose Quit from the File Menu. 

FontEditor quits to ProDOS. 
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CHAPTER 6: USING FONTEDITOR 


If you've read Chapter 5, you've used each of FontEditor’s commands. 

This chapter provides step-by-step instructions for using each of the 
commands you experimented with in the previous chapter. 

Tasks you perform with FontEditor fall into four major categories: choosing 
a character to edit, editing characters, changing the dimensions of 
characters, and managing fonts. This chapter is divided into sections which 
deal with each of these categories. It begms with instructions for choosing 
a font to edit 





Starting Up 
FontEditor 


1. Choose 
FontEditor from 
the MultiScribe 
(5 Menu. 


2. Remove the 
MultiScribe disk 
from the drive, 
turn it over, and 
insert side 1 
into the drive. 


A dialog box 
appears, asking you 
to insert side 1 of the 
MultiScribe disk. 
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3. Click on the 
OK button or 
press Return. 


If instead you click 
on Cancel or press 
Esc, the operation 
will be canceled and 
youll remain in 
MultiScribe. 

Otherwise, another 
dialog box appears, 
telling you that 
FontEditor is 
loading. 

FontEditor is loaded 
from the disk into 
memory and the 
menu titles on the 
menu bar change to 
the FontEditor menu 
titles. 




Choosing A 
Font To Edit 


Before you can begin 
to edit characters, 
you must select a 
font to work with. 
This section explains 
how to use the New 
command to create a 
new font and how to 
use the Open 
command to edit an 
existing one. 


Creating A New 
Font 


You can create a new 
font with the New 
command. 


1. Choose New 
from the File 
Menu or press 
C5N. 


A dialog box 
containing an empty 
input bar and buttons 
for OK and Cancel 
appears. 


2. Enter the 
name of your 
new font and 
click on the OK 
button or press 
Return. 

Fontnames can 
contain from 1 to 15 
characters, but the 
first character must 
be alphabetic. All 
other characters must 
be letters, numbers, 
or periods; you won’t 
be allowed to enter 
spaces or punctuation 
characters other than 
periods. 

If you choose to click 
on the Cancel button 
or press Esc, the 
New operation is 
canceled. 
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Opening An 
Existing Font 

You can open an 
existing font using 
the Open command 


1. Choose Open 
from the File 
Menu or press 
C5J. 

A dialog box 
appears. 

The dialog box 
contains an input bar 
for PATH, a scroll 
window, buttons for 
path (Drive 1, Drive 

2, Path), and buttons 
for Open and Cancel. 
The scroll window 
contains a list of 
fonts on the current 
path. 

If you've not yet 
selected a path, the 
scroll window 
contains a message 
instructing you to 
specify the drive or 
path from which to 
read the font you 
wish to open. 

Choose Drive 1 or 
Drive 2, or choose 
Path and type a 
pathname in the 
PATH input bar. 


2. Select the 
name of the font 
you want to 
open. 

• If you're 
using a 

mouse, click on 
the font name or 
scroll the list by 
clicking on the 
scroll arrows. 

• If you're 
using 
keyboard 
controls, scroll 
the list using the 

T and i keys. 


3. Click on the 
Open button or 
press Return to 
open the font. 

A copy of the font 
you choose to open is 
read from the disk 
into memory. Any 
changes you make to 
the font won't be 
permanent until you 
save them back to the 
disk. 

Clicking on the 
Cancel button or 
pressing Esc cancels 
the Open operation. 


198 CHAPTER 6: USING FONTEDITOR 




Choosing A Character 
To Edit 


When you use the New or Open command to create or open a 
font for editing, the FontEditor screen appears. The 
FontEditof screen contains a menu bar and four windows. 


6 File Edit lesion Font Size 



r$x*'O‘V./0i234567 

Pe^WTO2C\3tJatcd £ f 9 

ht/Wnno/iquiuuwxyzd}' 



When you edit a font, you change it character by character. To 
edit a font, you’ll begin by editing a single character. 

This section explains how to choose a character for editing 
— how to select a character on the Keyboard Map and then 
place that character into the Edit Window. 
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Selecting A 
Character On 
The Keyboard 
Map 


=> Click on the 
key on the 
Keyboard Map 
which 

represents the 
character you 
want to edit, or 
press the 
corresponding 
key on your 
keyboard. 

The character you 
selected is 
highlighted in the 
Font Window. 


If you're using a 
mouse, clicking on 
the Shift key toggles 
between uppercase 
and lowercase for 
alphabetic characters 
and between the 
upper and lower 
characters on each 
key for numbers and 
special characters. 


If you're using 
keyboard 
controls, the 
character you select 
corresponds directly 
to the character you 
press. If the Caps 
Lock key is down, 
pressing an 
alphabetic key selects 
the uppercase 
character, while 
pressing a numeric or 
special character key 
selects the lower 
character on the key. 


Placing A 
Selected 
Character Into 
The Edit 
Window 


=> Choose Get 
Character from 
the Design 
Menu or press 
C5G. 

The selected character 
is placed in the Edit 
Window. 
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Editing A Character 


This section begins with instructions for editing a character 
with both mouse and keyboard controls. The Edit Menu 
commands, Undo and Clear, are explained next, followed 
by the Shift and Flip commands. 


201 PLACING A CHARACTER INTO THE EDIT WINDOW 




Editing A 
Character With 
A Mouse 


1. Use the 
mouse to move 
the pointer into 
the Edit 
Window. 


The pointer changes 
shape from an arrow 
to a cross. 

The dots in the Edit 
Window character 
grid become inverted 
when the cross 
passes over them. 

The dots in the Edit 
Window represent 
blank or "off pixels; 
the dark squares 
which form 
characters are filled 
or "on" pixels. For 
the sake of clarity, 
well call blank pixels 
dots and filled pixels 
pixels . 


3. Click the 
mouse button. 


Clicking the mouse 
inside the character 
grid: 

• changes dots 
to pixels; 

• changes 
pixels to 
dots. 

The characters in the 
Style Window reflect 
the changes you’ve 
made to the character 
you're editing. 


2. Place the 
center of the 
cross on the dot 
or pixel where 
you intend to 
begin editing. 

The dot or pixel 
becomes inverted. 
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4. To draw or 
remove a line, 
place the cross 
pointer on the 
dot or pixel 
where you want 
to begin 
editing, press 
down the 
mouse button, 
and hold it as 
you drag the 
mouse over the 
line. 

If you press the 
mouse button with 
the cross pointer on a 
dot, pixels will be 
placed on every dot 
over which you drag 
the cross pointer. 
Pixels remain 
unaffected. 


If you press the 
mouse button with 
the cross pointer on a 
pixel, the cross 
pointer will remove 
every pixel over 
which it passes. 

Dots will remain 
unaffected. 

Notice the effects of 
the changes you 
make on the 
characters in the Style 
Window. 
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Editing A 1. Use any of 

Character With the arrow keys 

Keyboard to move the 

Controls blinking dot in 

the Edit Window 
character grid 
to the dot or 
pixel you wish 
to change. 

If you press the T 
key while the 
blinking dot is on the 
top row, the blinking 
dot wraps around to 
the bottom row. 

The opposite is also 
true: if you press the 

4- key while the 
blinking dot is on the 
bottom row, the 
blinking dot wraps 
around to the top 
row. 


2. Press the * 
key to place a 
pixel on a dot; 
press the c3 key 
to remove a 
pixel. 


If you press the If you press the <3 

key while the key while on a dot, 

blinking dot is in the the dot remains 
rightmost column, unaffected, 

the blinking dot 

drops down a row Pressing the • key 

and wraps around to while on a pixel 
the far left column. likewise has no effect 

on the pixel. 

If you press the 4- 
key while the 
blinking dot is in the 
leftmost column, the 
blinking dot moves 
up one row and 
wraps around to the 
far right column. 
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4. To remove a 
line, hold down 
the (5 key while 
pressing an 
arrow key. 


To create vertical 
lines, use the T and 
■l keys. 

To create horizontal 
lines, use the <— and 
—> keys. 


3. To draw a 
line, hold down 
the < key while 
pressing an 
arrow key. 
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Undoing 
Changes To A 
Character 


There will be times 
when you don’t like 
the changes you've 
made to a character. 
The Undo command 
lets you retract the 
most recent changes 
you've made to a 
character. 


=> Choose 
Undo from the 
Edit Menu or 
press (5Z. 

The most recent 
changes to the 
character in the Edit 
Window are undone 
and the character is 
restored to the way it 
was before you last 
started editing it 

The most recent 
changes you've made 
to the character in the 
Edit Window are 
undone and the 
character is restored 
to the way it was 
before you started 
editing it. 


If you're using a 
mouse, the Undo 
command will undo 
all changes you make 
to a character from 
the time you press 
down the mouse 
button to start editing 
to the time you 
release the mouse 
button. 


If you're using 
keyboard 
controls, the Undo 
command will undo 
all changes you make 
to a character from 
the time you last 
performed some 
action besides 
character editing. 
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Clearing The 
Edit Window 


Whenever you want a 
"clean slate” in the 
Edit Window, you'll 
use the Clear 
command. 


=> Choose Shifting A 

Clear from the Character 

Edit Menu or 
press C5C. 


The Edit Window is 
cleared. 


You can move a 
character around in 
the character grid 
using the Shift 
commands on the 
Design Menu. When 
you choose a Shift 
command, the 
character in the 
character grid is 
shifted one row or 
column in the 
direction specified by 
the command. 


The keyboard 
commands for 
shifting form a 
directional diamond 
on the keyboard: [ is 
up, / is down,; is to 
the left, and ' is to 
the right 
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To Shift A 
Character Up 


=> Choose the 
Shift Up 
command from 
the Design 
Menu or press 
3 [. 

The character is 
shifted up one row in 
the character grid. 


To Shift A 
Character 
Down 

=> Choose the 
Shift Down 
command from 
the Design 
Menu or press 
< 3 /. 

The character is 
shifted down one 
row in the character 
grid. 


To Shift A 
Character To 
The Left 

=* Choose the 
Shift Left 
command from 
the Design 
Menu or press 
( 3 ;. 

The charcter is 
shifted one column to 
the left in the 
character grid. 


To Shift A 
Character To 
The Right 

=* Choose the 
Shift Right 
command from 
the Design 
Menu or press 
3 '. 

The character is 
shifted one column to 
the right in the 
character grid. 


t 
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Flipping A 
Character 

You can reverse the 
way a character is 
displayed on the 
screen both 
horizontally and 
vertically using the 
Flip commands on 
the Design Menu. 


To Flip A 

Character 

Vertically 

=> Choose the 
Flip Vertical 
command from 
the Design 
Menu or press 
C5V. 

The character appears 
upside down. 

If you choose the 
Flip Vertical 
command again, the 
character will appear 
rightside up. 


To Flip A 

Character 

Horizontally 

=» Choose the 
Flip Horizontal 
command from 
the Design 
Menu or press 
C5H. 

The character appears 
facing backward. 

If you choose the 
Flip Horizontal 
command again, the 
character will appear 
facing forward. 
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Changing The 
Dimensions Of A 
Character 


MultiScribe allows you to use characters of different widths 
and heights in the same document. FontEditor provides 
commands for modifying the widths of individual characters 
as well as the height of an entire font 
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Changing The Width Of A 
Character 


To take advantage of MultiScribe's 
proportional character spacing, you 
can use the Character Wider and 
Character Narrower commands to 
adjust the widths of individual 
characters. 


To Make A 
Character Wider 

=> Choose 
Character Wider 
form the Size 
Menu or press C5=. 

The character grid in the 
Edit Window grows one 
column of pixels wider. 

The new column of pixels 
is added to the right side 
of the character grid. 


To Make A 
Character Narrower 

=> Choose 
Character Narrower 
from the Size Menu 
or press C5-. 

The width of the character 
grid in the Edit Window is 
decreased by one column 
of pixels. 

The column of pixels is 
removed from the right 
side of the character grid. 
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Changing The 
Height Of A 
Font 


While you can 
change the widths of 
individual characters 
in a font, every 
character in a font 
uses the same amount 
of vertical space 
(although not all 
characters must 
appear to have the 
same height). You 
can, however, 
change the height of 
an entire font with the 
Change Font Height 
command. 


1. Choose 
Change Font 
Height from the 
Size Menu. 


A dialog box with 
input bars for Font 
Height and Font Base 
Line appears. The 
input bars contain the 
current font height 
and base line values. 

If you press Return 
without making 
changes, the current 
height and base line 
values are saved and 
the dialog box 
disappears. 


If you’re satisfied 
with the current font 
height and base line 
values, you can just 
click on the Cancel 
button or press Esc, 
thereby canceling the 
operation. 

If you're satisfied 
with the existing font 
height but wish to 
change the baseline 
value, use the mouse 
to click on the font 
base line input bar or 

press the —» key. 


2. Enter a new 
font height 
value. 


To enter a new font 
height: 

=> Use the Delete key 
to delete the current 
value. 

=> Type in a new 
font height. 

FontEditor will not 
allow you to enter a 
font height of less 
than 4. 

If you're satisfied 
with your new font 
height value and 
don’t need to change 
the font base line 
value, press Return. 
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3. Enter a new 
font base line 
value. 


To enter a new base 
line: 

=> Use the Delete 
keys to delete the 
current value. 

=> Enter a new font 
base line value. 


If you wish to go 
back to the Font 
height input bar to 
make further 
changes, use the 
mouse to click on the 
Font height input bar 

or press the <— key. 


4. When you're 
satisfied with 
the font height 
and base line 
values, click on 
the OK button 
or press Return. 


The changes you 
make are reflected in 
the Edit, Style, and 
Font Windows. 
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Managing Fonts 


In addition to the New and Open commands already 
discussed, the FontEditor File Menu provides commands 
that allow you to Save and Close fonts, return to 
MultiScribe, and quit to ProDOS. 
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Saving Fonts 


1. Choose Save 
from the File 
Menu. 

Unless you’re saving 
a font for the first 
time since starting up 
FontEditor, a dialog 
box appears, telling 
you the name of the 
font being saved on 
disk. 

If you're saving a 
font for the first time 
since starting up 
FontEditor, a dialog 
box appears which 
contains input bars 
for the pathname and 
fontname of the font 
you're saving. This 
is to allow you to 
specify a path to 
which your fonts will 
be saved. 


2. If you're 
saving a font for 
the first time, 
type the path 
and fontname 
under which 
you'd like your 
font saved. 

Click on the 
Save button or 
press Return. 

Fontnames can be 
from 1 to 15 
characters long, but 
the first character in 
the fontname must be 
alphabetic. All other 
characters in the 
fontname must be 
letters, numbers, or 
periods. Spaces or 
punctuation marks 
other than periods are 
not allowed 


If you type the name 
of a font already on 
the disk, a dialog box 
is displayed when 
you click on the Save 
button or press 
Return. 

The dialog box asks 
if you want to replace 
the font on disk with 
the one you're 
saving. 
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If you click on the 
Yes button or press 
Y, the font you’re 
saving replaces the 
font on disk with the 
same name. If you 
click on the No 
Button or press N, 
you’re returned to the 
Name input bar of the 
previous dialog box. 
Choosing Cancel on 
the second dialog box 
by clicking on the 
Cancel button or 
pressing Esc cancels 
the entire Save 
operation. 


The Drive 1, Drive 2, 
and Path buttons let 
you save your font 
on a different disk or 
path. Clicking on the 
Drive 1 button or 
pressing (3l selects 
the disk volume in 
drive 1 as the path 
under which your 
font will be saved. 
Clicking on the Path 
button or pressing 
(32 selects the disk 
volume in drive 2 as 
the path under which 
the font will be 
saved. 


Clicking on the Path 
button or pressing 
(3P lets you specify 
the pathname under 
which you want your 
font saved. If you 
need to know more 
about ProDOS paths, 
see Appendix E: 
"ProDOS Pathnames 
and Filenames." 

Clicking on the 
Cancel button or 
pressing Esc cancels 
the Save operation. 
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Closing Fonts 


Before you can quit 
FontEditor, all fonts 
must be closed. 

There will also be 
times when you need 
to close fonts to free 
up space for other 
fonts you wish to 
open. You 11 use the 
Close command to 
close open fonts. 


=> Choose 
Close from the 
File Menu or 
press (3K 

If you haven't used 
the Put Character 
command to replace a 
character in the font 
you're closing, no 
dialog box appears 
and the font is 
closed. 

When the last open 
font is closed, the 
FontEditor screen is 
cleared except for the 
menu bar and the 
Quit command may 
be used. 


If you've used the 
Put Character 
command with the 
font you’re closing, a 
dialog box appears, 
asking if you want to 
save die changes 
made to the font 
before closing it. 

If you click on the 
Yes button or press 
Y, your most recent 
changes to the font 
are saved on disk and 
a box appears telling 
you the name of the 
font being saved. 


If you click on the 
No button or press 
N, the font is closed 
with your most recent 
changes to the font 
unsaved. 

If you click on the 
Cancel button or 
press Esc, the dialog 
box disappears and 
the font remains 
open. 
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Quitting 

FontEditor 

There are two ways 
of quitting 
FontEditor: you can 
return to MultiScribe 
or quit to ProDOS. 


To Return To 
MultiScribe 

=> Choose 
MultiScribe 
from the <3 
Menu. 

The MultiScribe 
command remains 
dimmed and can't be 
used until all open 
fonts are closed. 

When you choose the 
MultiScribe 
command, the 
MultiScribe title 
screen appears, 
asking you to insert 
side 2 and press 
Return. 


=* Turn the disk 
over and press 
Return. 

The MultiScribe 
screen appears. 


To Quit To 
ProDOS 

=> Choose Quit 
from the File 
Menu or press 

<3Q 

MultiScribe quits to 
ProDOS. 
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The C5 Menu 


The (3 Menu contains miscellaneous commands which perform 
functions that don't fall under any of the other menu categories. 


O__ 

1 About FontEditor 


Invert Screen 
MultiScribe 


About FontEditor 



This command provides you with information about the author of the 
program and the version number of FontEditor on your diskette. 
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Invert Screen 



The Invert Screen command reverses the way things appear on the 
screen. When you choose Invert Screen, what had been dark on the 
screen appears light and what had been light appears dark. For 
example, if your screen currently has dark characters on a light 
background, it will be redrawn to show light characters on a dark 
background when you choose this command. Choosing Invert 
Screen again would restore the screen to dark characters on a light 
background. 


MultiScribe 



This command quits FontEditor and returns to MultiScribe. 

The MultiScribe command remains dimmed on the (3 Menu and may 
not be used until all open fonts have been closed. If the command is 
dimmed, close all open fonts and it will be activated. 

When you choose the MultiScribe command, the MultiScribe logo 
screen appears, asking you to insert side 2 of the disk and press 
Return. 

Turn the disk over and press Return. The MultiScribe screen appears. 


221 INVERT SCREEN 




File Menu 


The File Menu contains commands for creating new fonts and for 
modifying and maintaining old ones. 



Hew 

6H 

Open... 

6J 

Close 

6K 

Save 

6S 

Save as... 

6A 

Quit 

dO 


New 



L“. 

eu 


<£H 


Close 

6K 

Save 

6S 

Save as... 


Quit 



This command lets you create a new font 

The New command may be used any time that FontEditor is in use. 
You can create as many new fonts as you like. The only limitation 
placed on the creation of new fonts is lack of memory. If you 
attempt to create a new font for which there is not enough room in 
memory, a dialog box will appear to alert you to the lack of memory 
space for the new font. 


Aliiost out of MRory. Closing files 
will free up space. 

I OK \ Press <RETURH> 


This message suggests that you close some open fonts to make room 
for the new font 
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When you select the New command, a dialog box appears at the 
top of the screen. 




flK | Press <RETURH> 

| Cancel | Press <ESC> 


The New dialog box contains an input bar for the new font name, an 
OK button, and a Cancel button. 

The input bar prompts you for the name you wish to assign to your 
new font. The rules for naming MultiScribe fonts are the same as 
those for ProDOS filenames: 

• fontnames can contain no more than 15 characters; 

• the first character of a fontname must be a letter; 

• all other characters must be letters, numbers, or 
periods (no spaces or punctuation marks other than 
periods are accepted). 

When you’ve typed in the name you wish to assign to your new font, 
click on the OK button, or press the Return key if you aren’t using a 
mouse. If you enter an illegal fontname and choose OK, your Apple 
will beep and your fontname will not be accepted. You must then 
delete your old fontname and enter a new one. Clicking on the 
Cancel button or pressing the Esc key cancels the operation. 
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The Open command reads a font from disk and displays it for editing 
on the FontEditor screen. 

The Open command may be used at any time under FontEditor. You 
can open as many fonts as you like, and you can open the same font 
as many times as you like. The only limitation placed on the number 
of fonts you have open is lack of memory. If you attempt to open 
more fonts than you have room for in memory, a dialog box will 
appear on the screen to alert you to the lack of memory for the font 
you’re trying to open. 



This message suggests that you close some open fonts to make room 
for the font you wish to open. 

When you choose the Open command, a dialog box appears on the 
screen. 



The Open dialog box contains an input bar with the current 
pathname, a scroll window, buttons for selecting path (Drive 1, 
Drive 2, Path), and buttons for Open and Cancel. 
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If you haven't already selected a path by saving or opening a font, a 
message appears in the scroll window asking you to please select 
drive 1, drive 2, or path. MultiScribe is asking you to specify a 
pathname from which to read fonts. A path is either a volume - a 
disk drive like drive 1 or a hard drive — or a volume and 
subdirectories. 

If you want to open a font on the disk in drive 1 or drive 2, just click 
on the Drive 1 or Drive 2 button or press C5l or (32. If you want to 
open a font on a hard drive or on a subdirectory of a volume, click 
on the PATH input bar or Path button, or press C5P, and enter the 
pathname from which to read a font. A pathname can be up to 40 
characters long, but each directory in a pathname must be separated 
from the other directories by a slash (V), and must follow the 
conventions for ProDOS filenames. 

Once you've selected a path, the scroll window contains a list of all 
MultiScribe fonts on the selected path, displayed from top to bottom in 
the order in which they were created. The first font on the list appears 
highlighted, meaning it is the selected font, the font which will be 
opened if you make no other selection. 

The file window can display up to 7 fontnames. To scroll the font 
list in the scroll window: 

• If you're using a mouse, position the 
pointer on either the up or down scroll arrow 

on the scroll bar and press the mouse button. The 
names of the fonts on the current path will be 
scrolled either up or down until you release the 
mouse button or reach the bottom or top of the list 

• If you're using keyboard controls, use the 

T and i keys to scroll the list The names of the fonts on the 
current path will be scrolled up or down until you reach the 
bottom or top of the list 

To open a font, select it by clicking on the fontname if you’re using a 
mouse; if you’re not using a mouse, use the T and i keys to scroll 
through the fontname list until the name of the font you want to open is 
highlighted. Open the font by clicking on the Open button or pressing 
the Return key. The selected font will be loaded into memory and 
displayed in the Font Window. 
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Close 


The Close command closes the font currently in the Font Window and 
selected on the Font Menu. 


File 



This command is usable only when at least one font is open and will 
otherwise remain dimmed. 

If you attempt to close a font that has been changed since it was last 
saved, a dialog box will appear, asking if you want to save the changed 
font before closing it. 


Do you uish to SAVE your file before 
closing it? 

I Yes j Press Y 1 Cancel > Press <ESC> 
I Ho j Press H 


If you select Yes, the changed font is saved to disk and then closed. If 
you choose No, the font is closed with your most recent changes 
unsaved. If you choose Cancel, the Close command is canceled and the 
font remains open. 
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Save 



The Save command saves the currently selected font on disk. 

This command may be used when at least one font is open; otherwise, 
it will appear dimmed. 

When you choose the Save command, a message box appears on the 
screen to tell you which font is being saved on disk. 


Now saving "SHAKESPEARE" 
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Save As... 


File 


Hew 

6H 

Open... 

6J 

Close 

6K 

Save 

<5S 


5 


ave as... 





The Save As command allows you to save a font under a new path, 
or a new fontname, or both. 

As with Save, the Save As command remains dimmed and may not 
be used unless there is at least one font open. 

When you select the Save As command, a dialog box appears on the 
screen. 


PflTH : /FONT.EDITOR/ 


NAME = MY.FOHT) 

DrK>e 1 

| Press 61 
| Press 62 
| Press 6P 

| Save 

\ Press <RETURH> 

| Press <ESC> 

|Drive 2 

| Cancel 

| Path 


The Save As dialog box contains input bars for path and fontname, 
buttons for path selection (Drive 1, Drive 2, Path), and buttons for 
Save and Cancel. 

When the dialog box appears, the PATH input bar contains the name 
of the current path, the last path from which a font was opened or to 
which a font was saved. The NAME input bar contains die current 
fontname, the last name under which the font was saved or the name 
you gave it when you created it with the New command. The cursor 
appears at the end of the current fontname. 

To move the cursor back and forth between the PATH and NAME 
input bars: 

• If you’re using a mouse, place the pointer inside the input 
bar you wish to edit and click the mouse button. 

• If you're not using a mouse, use the T and i keys to move 
the cursor. 
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If you want to save the font under a different path, enter a new 
pathname in the PATH input bar or choose the Drive 1 or Drive 2 
button. If you want to save the font under a name other than the current 
fontname, enter a new fontname in the NAME input bar. When the 
input bars contain the fontname and pathname under which you want 
the font saved, click on the Save button or press the Return key. Your 
font will be saved to disk, replacing the old font with the same name. 
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Quit 


The Quit command quits FontEditor and returns to ProDOS. 


File 


Heu 

Open... 

Close 
Save 
Save as 


Ult 


6N 

dJ 

dK 

dS 

M 



This command remains dimmed and may not be used until all open 
fonts are closed. 

When you choose the Quit command, FontEditor quits to ProDOS. 
To return to MultiScribe, use the MultiScribe command on the C> 
Menu (see "MultiScribe", under "The C5 Menu"). 
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The Edit Menu 


Edit 


Undo 6Z 
Clear 6C 


Undo 


Edit paq 

'■OT7T 


Clear 6(T 


Clear 


Edit 


I Undo 61 I 


The Edit Menu contains commands to aid you in the pixel by pixel 
editing of characters. 


The Undo command allows you to undo changes you have made to a 
character and restores the character to the way it was before you 
started editing it 

If you’re using a mouse, the Undo command will undo any 
changes you make to a character from the time you press down the 
mouse button to start editing to the time you release the mouse button. 

If you’re using keyboard controls, the Undo command will 
undo any changes you have made to a character since the last time 
you performed any action besides character editing. 

The Undo command cannot be used until at least one font has been 
opened and will otherwise remain dimmed. 


This command clears the Edit Window. 

The Clear command may be used only when there is at least one font 
open; otherwise it remains dimmed. 
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The Design Menu 


Design 


Get character 
Put character 

6G 

6P 

Shift up 

6t 

Shift down 

6 / 

Shift left 

6 ; 

Shift right 

6 ' 

Flip vertical 

6V 

Flip horizontil 6H | 


While the Edit Window allows you to change a character by editing it 
pixel by pixel, the Design Menu contains commands which affect an 
entire character at once. Design Menu commands allow you to: 

• Get any character in a font and place 

it in the Edit Window as well as Put any 
character in the Edit Window anywhere 
in a font; 

• Shift an entire character one pixel at a 
time in any direction; 

• Flip a character vertically or horizontally. 


i 
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Get Character 


Design 


et character 


Put character 


6M 


Shift up 

61 

Shift down 

6/ 

Shift left 

6i 

Shift right 

6• 

Flip vertical 

6 V 

| Flip horizontil 6H 


This command places the character currendy selected on the Keyboard 
Map into the Edit Window. 

The Get Character command is usable only when at least one font is 
open. It otherwise remains dimmed. 


Put Character 



Shift up 61 
Shift down 6/ 
Shift left 6i 
Shift right 6 9 
Flip verticil 6V 
Flip horizontil 6H 


The Put Character command places the character currendy in the Edit 
Window back into the font at the position of the character selected on 
the Keyboard Map. 

This command may be used only when there is at least one font open; 
otherwise it appears dimmed. 
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Shift Up 


The Shift Up command shifts the character in the Edit Window up 
one pixel. 


Design 


Get character dG 
Put character dP 



Ell 

Hhift oowt 

0/ 

Shift left 

d; 

Shift right 

d' 

Flip vertical 

dV 

Flip horizontal dH 


This command remains dimmed and may not be used until at least 
one font is open. 


Shift Down 


Design 


Get character dG 
Put character dP 



Sniftleft57 
Shift right d' 
Flip vertical dV 
Flip horizontal dH 


The Shift Down command shifts the character in the Edit Window 
down one pixel. 

This command remains dimmed and may not be used until at least one 
font is open. 
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Shift Left 


Get character 6G 
Put character <SP 


Shift up <J[ 

Shift down 6 / 


ift left 


Mill 

shift right 
Flip vertical 
Flip horizontal 


The Shift Left command shifts the character in the Edit Window to 
the left one pixel. 

This command remains dimmed and may not be used until at least 
one font is open. 


Shift Right 


Design 


Get character 6G 
Put character 6P 


Shift up 6[ 
Shift down 6 / 
Shift left 6i 


mjtmpjjnmKKtm 

Flip vertical 6V 
Flip horizontal 6H 


The Shift Right command shifts the character in the Edit Window to 
the right one pixel. 

This command remains dimmed and may not be used until at least 
one font is open. 
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Flip Vertical 




Get character 

<JG 

Put character 

dP 

Shift up 

61 

Shift dotn 

6/ 

Shift left 

6, 

Shift right 

d' 


| Nip horizontal dH j 


The Flip Vertical command reverses the way a character is displayed 
vertically on the screen. If a character is right-side up, it will appear 
upside-down after this command is selected, and vice-versa. 

This command may be used only when there is at least one font open; it 
will otherwise remain dimmed. 


Flip Horizontal 



Get character 

dG 

Put character 

6P 

Shift up 

61 

Shift doun 

6/ 

Shift left 

6; 

Shift right 

6‘ 

Flip vertical 

dV 


ip norizonta 




The Flip Horizontal command reverses the way a character is 
displayed horizontally on the screen. 

This command may be used only when there is at least one font 
open; it will otherwise remain dimmed. 
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The Font Menu 


Font 


HEHIHGUAY 

HILTON 

DANTE 

CHAUCER 

SHAKESPEARE 

HICHELAHGELO 

UORDSUORTH 


The Font Menu displays the names of the fonts currently open and 
allows you to select the font you wish to edit. 

If you have not opened a font with the New or Open commands, 
you'll see the dimmed message 


Font 


fonts in aeftory 


when you pull down the Font Menu. 

When you have one or more fonts open, the names of all open fonts 
appear on the Font Menu in the order in which they were opened. 
The first font opened appears at the top, the second font opened 
appears next, etc. 

The font currently being edited is indicated by a check mark (V) 
immediately to the left of the fontname. Unless you choose a 
different font, the last font opened is the font currently being edited. 
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The Size Menu 


Character Wider 6= 
Character Harrouer 6- 


Chinge Font Height... 


The Size Menu provides you with commands to increase and decrease 
the width and height of characters in a font. The important difference 
between the commands which affect character width — Character 
Wider and Character Narrower — and the Change Font Height 
command is this: the commands affecting character width only change 
the width of the character in the Edit Window; the Change Font 
Height command changes the height and base line of the entire font 
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Character Wider 






aracter uiaer 


meter narrower G- 


Change font height... 


The Character Wider command increases the width of the character 
currendy in the Edit window by one pixel. 

This command may be used only when there is at least one font open; 
otherwise it appears dimmed on the Size Menu. 

Characters can have a maximum width of 28 pixels. If you try to 
widen a character beyond 28 pixels, your Apple will beep and the 
menu bar will flash to remind you that you have reached the maximum 
width for the current character. 


Character Narrower 



The Character Narrower command decreases the width of the character 
currendy in the Edit window by one pixel. 

This command may be used only when there is at least one font open, 
otherwise it will remain dimmed on the Size Menu. 

Characters can have a minimum width of 1 pixel. If you try to make a 
character narrower than 1 pixel, your Apple will beep and the menu 
bar will flash to remind you that the character being edited is at the 
minimum allowable width and cannot be edited further. 


I 
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Change Font 
Height... 


Size 


Character wider 6 s 
Character narrower 6- 



ange font height... 


The Change font height command allows you to change the height 
and base line of the character currently in the Edit Window. 

This command may be used only when there is at least one font open; 
otherwise it remains dimmed. 

When you select the Change font height command, a dialog box 
appears. 


Font height 2 (14| | Font base line 2 113 | 

I OK > Press <RETURN> | Cancel \ Press <ESC> 


The Change font height dialog box contains input bars for Font height 
and Font base line and buttons for OK and Cancel. A blinking cursor 
appears in the Font height input bar. 

The Font height input bar contains the font height of the character 
currently in the Edit Window, while the Font base line input bar 
contains the base line of the current Edit Window character. You can 
enter new height and base line specifications in the input bars by 
deleting the current values and entering new ones. You will only be 
allowed to enter numeric values. 

Characters in the same font can have different widths; when you 
change the font height, however, all characters in the font will share 
the same new height Characters can have a maximum height of 28 
pixels and a minimum height of 4 pixels. The base line value cannot 
exceed the font height. If you try to enter an illegal value, your Apple 
will beep and the menu bar will flash, and the value you entered will 
be replaced with the previous value. 
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To move the cursor back and forth between the Font height input bar 
and the Font base line input bar: 

• If you’re using a mouse, place the pointer inside the input bar 
you wish to edit and click the mouse button. 

• If you’re using keyboard controls, use the and -» keys 
to move the cursor. 

When you're satisfied with the specifications in the input bars, click on 
the OK button, or press the Return key if you’re not using a mouse. 
Clicking on the Cancel button or pressing the Esc key cancels the 
operation. 
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Appendix A: Using 
MultiScribe With 
AppleWorks™ 


Because both MultiScribe and 
AppleWorks allow you to save 
documents as ASCII text files, 
documents from the two programs 
can be exchanged. If you use both 
programs frequendy, you'll really 
appreciate this mutual compatibilty. 
You can make copies of your old 
AppleWorks documents, save the 
copies as ASCII text files, and read 
these text files with MultiScribe. You 
can then use MultiScribe to stylize 
your old AppleWorks files — by 
selecting text and changing fonts, 
sizes, styles, and formatting. 

In much the same way, you can save 
MultiScribe files and then use these 
files with AppleWorks to do spell 
checking and mail merge. Of course, 
your documents will lose font, style, 
size, and other special MultiScribe 
features when they're saved as ASCII 
text files. 


To Use AppleWorks Files With 

MultiScribe 

1. Start up AppleWorks. 

2. Choose option 1, "Add files to the 
Desktop," from the AppleWorks Main 
Menu. 

3. Use the commands on the Add Files 
Menu to read an AppleWorks file from 
disk or make a new word 
processor file. 

4. Once you've read your document from 
disk or created a new one, press C3P to 
choose the Print command. 

5. Choose the last option on the Print 
Menu, Printing from "A text (ASCII) file 
on disk", to save your document as an 
ASCII text file on disk. 


6. Start up MultiScribe and use the Open 
command to read the text file you've 
just created with AppleWorks. 

Once you’ve read the text file into the MultiScribe 
document window, you can use all the MultiScribe 
commands to customize the text file and save it as a 
MultiScribe document file on disk. 
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To Use MultiScribe Files With 
AppleWorks 


1. Start up MultiScribe. 

2. Read a document file from 
disk with the Open command 
or create a new one by 
entering text. 

3. When you've finished 
modifying your document, 
choose Save As Text from the 
File Menu to save the 
document as an ASCII text 
file. 

4. A dialog box appears to let 
you specify the path and 
filename under which you 
want to save your document. 
See "Save As Text" in 
Chapter 4, "MultiScribe 
Reference," for an explanation 
of this dialog box. 


5. Start up AppleWorks. 

6. Choose option 3, "Make a new 
file for the: Word Processor," 
from the Main Menu. 

7. Choose option 2, "Make a new 
file: From a text (ASCII) file," 
from the Word Processor 
Menu. 

8. Type in the pathname and 
filename under which you 
saved your document. 

9. Type in a name for the new 
file. 

Once you've read the text file from disk, you 

can treat it as you would any other 

AppleWorks document 
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Appendix B: Using 
MuitiScribe With Other 
Word Processors 


As with Apple Works, you can use 
other word processor files with 
MuitiScribe, provided the document 
files created by the word processes: 
are, or can be saved as, ASCII text 
files. If the text files created by the 
word processor are DOS 3.3 text files 
and not ProDOS, use the DOS to 
ProDOS conversion utility on the 
ProDOS User's Disk (option C on 
the Main Menu) to convert the files to 
ProDOS. 

In the same fashion, ASCII text files 
created by MuitiScribe can be used by 
any word processor which can read 
them. 


To Use a File From Another Word 

Processor With MuitiScribe 

1. Save the document as an ASCII 
text file using whatever commands 
the word processor requires. 

2. Start up MuitiScribe. 

3. Choose Open fom the File Menu 
and read the ASCII text file into 
the MuitiScribe Document 
Window. 


To Use a MuitiScribe File With 

Another Word Processor 

1. Save the document as an ASCII 
text file using the Save As Text 
command on the File Menu. 

2. Start up the other word processor. 

3. Read the ASCII text file you've just 
created using the appropriate 
commands from your word 
processor. 
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Appendix C: 
MultiScribe 
File/Disk 
Organization 

Both sides of your 
MultiScribe disk have the 
volume name 
/MULTISCRIBE. The 
program does not require this 
volume name to run; 
however, both sides of the 
disk must have the same 
volume name. 

To the right is a list of the files 
on the two sides of your 
MultiScribe disk. 


Sicte-J. 


Filename 

Type 

Number of 
Blocks 

PRODOS 

SYS 

30 

MS. SYSTEM 

SYS 

19 

FONT.EDITOR 

$00 

62 

FED.SYSTEM 

SYS 

3 

Side 2 

Filename 

Type 

Number of 
Blocks 

MULTISCRIBE 

$00 

150 

CLIPBOARD.FTLE 

$00 

(The size of this fil< 
varies with the size 
material you cut or 
copy to the 
Clipboard.) 

HEMINGWAY 

FNT 

4 

STAND ARD.80 

FNT 

4 

WORDSWORTH 

FNT 

5 

MARK. TWAIN 

FNT 

6 

MILTON 

FNT 

5 

DANTE 

FNT 

6 

ASIMOV 

FNT 

6 

CHAUCER 

FNT 

6 

SHAKESPEARE 

FNT 

8 

MICHELANGELO 

FNT 

8 


NOTE: If you catalog the disk from BASIC, the type for FNT files 
I is $07. 
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Appendix D: 
Managing 
MultiScribe Fonts 
With the ProDOS 
Filer Utility 

To use a font with 
MultiScribe, it must be on 
Side 2 of your MultiScribe 
disk. MultiScribe displays on 
the Font Menu the names of 
the first 16 fonts on Side 2 of 
the disk from top to bottom in 
the order in which they were 
placed on the disk. 

The preset font -- the font 
which is automatically 
selected when you start up 
MultiScribe — is the first font 
on the Font Menu, and, 
therefore, the first font placed 
on the disk. To change the 
preset font, follow the 
instructions to the right 


To Change The Preset Font: 

1. Copy all the fonts to a backup disk using 
the "Copy Files" command on the "File 
Commands" menu of the ProDOS 
User's Disk Filer. 

2. Delete all the fonts on the disk. 

3. Using the "Copy Files" command, copy 
each of the fonts from the backup disk 
back to side 2 of the MultiScribe disk 

in the desired order, copying the font you 
want as the preset font back to the disk 
first. 
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Appendix E: 
ProDOS Pathnames 
and Filenames 


ProDOS treats entire disks and hard disks as volumes. Each 
ProDOS volume must have a name. Volume names must: 

• begin with a slash (•/•), followed by a letter; 

• contain only letters, numbers, or periods; 

• contain no spaces or characters other than 
periods; 

• contain 15 characters or less, not including the 
slash. 

Each volume can contain files and directories. A filename is a 
name given to a file. A file is any information — application 
program, word processing text, spreadsheet data — stored in one 
place under one name on a volume. The rules for naming filenames 
are the same as those for naming volumes, except that you don't 
have to precede a filename with a slash when you’re using the 
MultiScribe Save and Open commands. 

A directory is also a file, but it is a file used to organize and keep 
track of other files. Directories can contain other directories, in 
which case they are called subdirectories. You can use both 
directories and subdirectories to organize your MultiScribe files on 
disk. Directories and subdirectories are separated by a slash. The 
rules for naming directories are the same as those for naming 
volumes. 

A pathname consists of the volume name, followed by any 
number of subdirectory names, followed by the filename. 

For more information on ProDOS files, see the ProDOS User’s 
Manual, published by Apple Computer, Inc. 
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Appendix F: 

Keyboard 

Commands 


Keyboard Mouse 

The Keyboard Mouse uses keyboard controls to imitate the action of 
a mouse. 

To pull down menus: 

1. Press Esc to activate the menu bar. 

The menu bar is activated and the last menu you looked at is 
pulled down. 

2. Press the and -» keys to choose a menu 
on the menu bar. 

3. Press the t and i keys to select a 
command on the selected menu. 

Pressing the up and down arrow keys moves the command 
selector from command to command on a menu, 
highlighting each command in turn. When a command is 
highlighted, it is the selected command. 

4. Once a command is selected, press Return 
to choose the command. 

When you select a command and press Return, the 
task associated with the command is performed. 
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To select text: 


1. Set the insertion point at the place in text 
where you want to start the selection. 

2. Holding down the * or C$ key, press the 
appropriate arrow keys to select the desired 
text, page breaks, or rulers. 

3. Perform any action you want on the selected 
text. 
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Appendix F: Keyboard Commands 


Apple Key Equivalents For Commands 


Command 

Keyboard 

Equivalent 

Function 

To Remember 

File Menu 

New 

*N 

Opens a new, empty document 
in the document window. 

New 

Open... 


Opens a file, reading it from disk 
into memory and displaying it in 
the document window. 

Unlike D and O, like C 
and U, J is an open 
character. 

Save 

ftS 

Saves a file to disk. 

Save 

Save As... 

*A 

Saves a document to disk under a 
specified file name and path name. 

Save As 

Print.. 

ft? 

Produces a printed copy of the 
current document 

Print 

Quit 

«Q 

Quits MultiScribe 

Quit 

Edit Menu 

Cut 

flX 

Cuts selected text and places it in 
the Clipboard. 

Selected text is 

X-ed out 

Copy 

ftc 

Copies selected text to the 

Clipboard. 

Copy 

Paste 

ftv 

Inserts or "pastes” contents of the 
Clipboard. 

V is a copyreader's 
mark for "insert 
material at this point" 
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Appendix F: Keyboard Commands 


Apple Key Equivalents For Commands 


Command 

Keyboard 

Equivalent 

Function 

To Remember 

Search Menu 

Find 

AF 

Finds each occcurrence in document 
of the specified text 

Find 

Replace 

AR 

Replaces specified word or words 
with other specified text 

Replace 

Go to Page # 

AG 

Moves the insertion point to the top 
of the specified page. 

Go to Page # 

Format Menu 

Insert Ruler 

AY 

Places a ruler in text at the 
insertion point 

Y is similar to V, a 
copy reader's mark 
for "insert here." 

Show/Hide 

Rulers 

AM 

Displays/Hides Rulers 

Rulers are 
instruments for 
Measurement 

Insert Page 

Break 

A- 

Inserts a page break at the insertion 
point 

The - character 
looks like the dashed 
line representing the 
page break on the 
screen. 

Set Page # 

A= 

Sets the number of the first page 
in the document, renumbering all 
subsequent pages accordingly. 

Set page number 
equal to (=) the 
specified number. 
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Appendix F: Keyboard Commands 


Apple Key Equivalents For Commands 


Command 

Keyboard 

Function 

Equivalent 

To Remember 

Style Menu 


Sets the style of selected text or 
text at the insertion point to: 


Plain 

4T 

Plain 

Plain Text 

Bold 

4B 

Bold 

Bold 

Italics 

41 

Italics 

Italics 

Underline 

4U 

Underline 

Underline 

Shadow 

4W 

Shadow 

ShadoW 

Outline 

40 

Outline 

Outline 

Subscript 

4L 

Subscript 

Lower 

Superscript 

4H 

Superscript 

Higher 

Apple Key Commands 

Not On A Menu 




41 - 49 

Places the cursor at a place 
in text relative to the number 
key pressed. For example, 

41 takes you to the beginning 
of a document, 45 takes you 
to the middle, 49 takes you to 
the end, etc. 

Works like relative 
cursor positioning in 
AppleWorks. 


4, /4< 

Scrolls one screen up, or backward. 

The < character points 
backward. 


4. /4> 

Scrolls one screen down, or forward. 

The > character points 


forward. 
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Appendix G: Using 
MultiScribe With A 
Hard Disk Drive 


To use MultiScribe with a hard disk drive, your hard drive must be 
ProDOS compatible and have ProDOS installed. Consult your hard 
drive user’s manual to determine whether your drive can be 
configured to run under ProDOS. 

Use the Filer utility on your ProDOS User’s Disk to copy all the 
files on Side 1 and Side 2 of your MultiScribe disk to the ProDOS 
directory of your choice. We suggest that you create a separate 
directory for MultiScribe; for example, a good name for this 
directory would be ’’/HARD 1/MULTISCRIBE." You should copy 
all of the files on Side 1 to this directory first, followed by all the 
files on Side 2. 

To run MultiScribe from the hard drive, you must first use the 
ProDOS PREFIX command to set the pathname to the directory on 
your hard drive which contains MultiScribe. Using the suggested 
directory name above, for example, you would type in the following 
command from BASIC: 

]PREFIX /HARD 1/MULTISCRIBE 

Next, you should execute the file MS.SYSTEM. From BASIC you 
would type this command: 

J-MS.SYSTEM 

WARNING: DO NOT RENAME ANY FILES FROM 
THE MULTISCRIBE DISK. 
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Caps Lock key 93, 168 
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inserting 79 
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88-91 
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settings on a ruler 100-102 
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clearing the Edit Window 181, 207, 231 
clicking 14,71 
Close command 193, 217, 226 
Closing fonts 193-194, 217 
command 9 

Copy command 57, 99, 145 
copying 

between documents 86 
rulers 99 

within a document 85 
text 57,145 
current setting 25, 26 
currently selected command 20 
cursor 30-32 

Cut command 56-57, 83, 99, 144 
cutting text 56-57, 83, 144 
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Delete key 34,42,77,99 
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carriage returns 82 
rulers 99 

selected text 54,56 
with the Cut command 82 
with the Delete key 82, 99 
text 34, 77 
descent 160,162 
Design Menu 171,182, 234 
dialog boxes 17,21-22,24-26 
directories, ProDOS E-l 
distinct word 59-60, 149 
document 9 
document window 11 
dots 173 

dragging 14,16-17,71 
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Edit Menu (FontEditor) 231 
Edit Menu (MultiScribe) 23,144 
Edit Window 166ff. 
editing text 51-64,76-96 
editing characters 

with a mouse 173-175,202-203 
with the keyboard 176-177, 
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entering text 76-77 
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File Menu (FontEditor) 224 
File Menu (MultiScribe) 16, 21, 131 
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filenames, ProDOS E-1 
Files E-l 

Find command 59-61, 63, 146-147 
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font 160-163 

Font Menu (FontEditor) 239 
Font Menu (MultiScribe) 96, 155 
Font Window 166ff. 

FontEditor command 123, 130,164, 197 
fontname 160,161 
Format Menu 152 
formatting text 35-49,97-106 
formatting a disk with MultiScribe 112 
full justify 44 
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Get Character command 171-172, 200, 233 
Goto Page # command 75,151 
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hard disk drive 10, G-1 
highlight 9 
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over selected text 53-54 
page breaks 79,105 
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insertion point 
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interface card (setting on Printer Setup) 
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Invert Screen command (FontEditor) 
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keyboard map 166ff. 

Keyboard Mouse 18-22,70, F-1 
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line spacing 42-43,102 
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margins 38-40,101 

menu bar (FontEditor) 166ff. 
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MousePaint 8,12 
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within a document 83 
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page breaks 
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Print command 64,120,139-141 
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printing documents 64-68, 117-122, 
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Quit command (FontEditor) 194,218, 
230 
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quitting MultiScribe 123, 143 
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repagination 106 
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replacing 
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with text 87 
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selected text 58 
Return key 34-35,77 
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rulers 

formatting text with, 35-49, 97-104 
inserting 79 
selecting 81 


Save As command (FontEditor) 228-229 
Save As command (MultiScribe) 108 
109-110, 136-137 

Save As Text command 111,138, A-2 
Save command (FontEditor) 189, 215, 227 
Save command (MultiScribe) 49-50,108 
134-135, E-l 

saving (a document as ASCII text file) 111 
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saving (a document with no room on disk) 
112 

saving documents 49-50,108-112 134- 
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saving fonts 189-190,215-216 
scroll arrows 11, 24 
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scroll windows 24,25 
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page breaks 81 
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Shift Down command 182, 208, 234 
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Shift Right command 184, 208,235 
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shifting characters 182-184, 208 
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starting MultiScribe 11 
Style Menu 93,157 
style window 166 
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Finally, true Mac-like word processing on your Apple® lle™/llc.™ 

At last, a word processor that gives your 128K Apple He or He the t>j>e of creativity previously 
available only on a Macintosh.™ With MultiScribe you can choose from a wide range of fonts, 
character styles and sizes, and text formatting options. Unlike other word processors you've 
used, what you see on the screen is what you get when you print — and with MultiScribe what 
you see on the screen is in double hi-res, the highest resolution available on the Apple. 


6 Fit Edit Surch Forwt fan! Siu 


K last - i uord practssar fr U» tortt lit 

Plait AT 

laid 61 

mmm 

" 

cusUnbt doouatoU wti BSPIB51S 

Jltlies 61 


r 


feterifeg <■« 



idtAsisiu.»i different oharac 

SteaBrifs. 

•BMK 6* 

ttosertpt 61 

It 


_J 

topers ertpt 61 



tod that's Just the beam** Fast PlIHM 

IPPEKISE 

set 


at a planet all Um canaands yau need U ersaj 

iauereast 

... 


docuaants. lira cut and paste, find and repl! 



I Justify tart, tod y»< can wan ut Ua FaatEdkar U create ywr am 


1 fonts. 



L. 


T 


Don't upgrade your old computer, just your old files. 

MultiScribe works with any lie or 128K He and most dot 
matrix printers. You can even use MultiScribe to customize 
files created by other word processing programs, like 
AppleWorks™ and AppleWriter.™ Give your old 
AppleWorks files new life with the attractive, attention-getting 
fonts and print-styling available only with MultiScribe. 

The easiest word processor to learn is also the easiest 
to use. 
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For all its sophisticated features, MultiScribe is remarkably 
easy to learn and use. There are no complicated control codes 
to learn. Macintosh-like pull-down menus provide you with 
all the word processing commands you 11 ever need — without 
leaving your document And MultiScribe features advanced, 
visually-oriented text editing commands, like cut and paste 
and ruler-based text formatting. 


If you're afraid of mice, don't worry. 

With MultiScribe you have the option of using a standard 
keyboard or a mouse. You can use your mouse to pick and 
click commands from the pull-down menus, or use the 
keyboard to simulate mouse action with MultiScribe's 
unique "Keyboard Mouse." And for advanced users, 
MultiScribe offers keyboard equivalents for most commands, 
allowing you to bypass the pull-down menus. 
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Not your type? No problem! 

Because with MultiScribe, you can change type styles easily, 
on the screen and on your printouts. With a few simple 
mouse clicks or key strokes, you can change that humdrum 
text into fancy fonts -- like Old English, business quality 
print, foreign language characters, or math and engineering 
symbols. If we don't have a font for you, you can even create 
your own, or edit an existing font, with MultiScribe's exclusive 
FontEditor. 


MultiScribe tt a trademark of StyleWart, Inc. Apple ia a regiatered tradezrmrt of Apple 
a trademark 1 teemed to Apple Computer, Inc. 
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